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International Interlibrary Loan Code

International Lending: Principles and Guidelines for Procedure (1978) --Major Revision 1987,
"Lending’ is held to include the sending of photographic and other reproductions in place of the
original. (Reprinted with permission from the International Federation of Library Associations and
Institutions )

The mutual use of individual collections is a necessary element of international cooperation by
libraries. Just as no library can be self-sufficient in meeting all the information needs of its clientele,
20 no country can be self-sufficient. If the library service of a country is to be effective methods must
be devised to obtain access to material held in other collections in other countries. International
lending has as its aim the supply by one country to another, in the surest and fastest way, of
documents that are not available in the country where they are needed.

The following guidelines, agreed by the Standing Committee of IFLA's Section on Interlending in
1978 and modified in 1987, represent a major revision of the Rules agreed by IFLA in 1954. While
they have no mandatory force, and while every country must determine the ways in which it conducts
interlending, the guidelines are strongly urged on individual countrios and libraries as a basis for the
conduct of international lending. They are preceded by a statement of Principles of international
lending agreed in an earlier and slightly different version in 1976 by National Libraries and by the
Standing Committee of IFLA's Section on Interlending, and are accompanied by a commentary which
seoks to elucidate and amplify certain aspects of the guidelines,

PRINCIPLES OF INTERNATIONAL LENDING

1. Every country should accept responsibility for supplying to any other country, by loan or photocopy,
copies of its own publications, certainly those published from the present date, and as far as
possible retrospoctively, This responsibility may bo discharged in various ways, among which
national loan/photocopy collections appear to have particular advantages.

2. Each country should have a national contre or centres to coordinate international lending activity
for both incoming and outgoing requests. Such centres should be closely linked with, if not part of,
the national library where there is one.

3. Each country should aim to develop an efficient national lending system, since national lending
systems are the essential infrastructure of international lending.

4. As far as possible, photocopies or microfilma should be supplied in the place of loans of original
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copies.

5. Futnetho&ab'ouldbomedforwpplyin(andmniuium.Airmihhouldbcu.odvhmr
possible,

6. All requests should be dealt with expeditiously, having regard to accuracy, at all points: the
requesting Library, any intermediary used and the source library.

7. Standard and simple procedures should be developed and adopted, particularly procedures for
requesting items and for reclaiming any payment.

GUIDELINES FOR PROCEDURE

1. General
Each library should, within any nationally agreed policy, use the most officiont mothods for
identifying locations of wanted documents and transmitting requests.

Commentary

1. Speed of supply is extremely important to most users. Every effort should be made to follow
routines which are simple and time-saving. International requests often take far longer to satisfy
than those dealt with nationally so that should be modified where necessary procedure to reduce
delays. All communications should be in clear and simple language and legible to avoid mis
understanding across linguistic barriers,

2. National Centre for International Lending

2.1 Each country (or, in the case of federal countries, each state or province) should have a contre

playing an active role in international lending. Its main functions are:

a) to act as a centre for the receipt of requests from abroad and their transmission onward to
libraries within its own country when direct access to collections is not possible or accepted;

b)wlctuuunmbrdntnmmi-&mdnqmuwﬁnignmnuiuﬁvmhbnrbwilhiniuown
country when direct access is not possible or not accepted;

¢) to provide where necessary bibliographical support and expertise to ensure that requests sent
abroad reach the required standards;

d) to gather statistical information from within its own country on international loan transactions
and to send these figures regularly to the IFLA Office for International Lending.

2.2 Centres for international lending may, and should where possible, also perform the following
functions:
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a) to porform a coordinating role for national interlonding;

b) act as the main national centre for the supervision and construction of union catalogues and their
maintenance;

¢) to have direct access to significant library collections in their own country;

d) to provide an information service on interlending;

¢) to have responsibibity for planning, developing and supervising an efficient national system of
interlending where this function is not adequately performed by another agency.

Commentary

2. The nomination or establishment of national centres to carry out the functions mentioned in 2.1
and 2.2 is strongly recommended as the most efficient and effective means of carrying out these
functions. In those countries where no such national centre has been norninated or established the
following recommendations are made:

2.1a Published guides, as comprehensive as possible, should be provided to facilitate the direction of
roquests by other countries. All libraries within the country should make strenuous efforta to
observe the same procedures for handling and when necessary circulating requests received from
other countries.

2.1b In the case of loans of originals, individual Libraries should accept responsibility for ensuring
that no loanable copy of a required work exists in another library within the country before
sending requests abroad. See 3.4 below.

2.1¢c The collection of statistics, which is vital for monitoring trends and efficiency, should still be
carried out on a national basis.

2.1d Strong coordination is essential if the international requirements and responsibilities of a
country without a national centre are to be fulfilled efficiently. A coordinating body may be in a
position to fulfil some of the functions of a national centre.

3. Procedure for Requesting
3.1 All requests using paper forms shall be on the forms authorized by IFLA, unless otherwise
stipulated by the library to which requests are sent. Requests submitted by telex (TWX) or

electronic mail shall conform to agreed standards.

3.2 To ensure that inadequate or inaccurate requests are not sent abroad the borrowing library shall
venify, and where necessary complete, the bibliographic details of items requested to the best of its
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ability, giving the source of reference where possible. Where necessary or appropriate details shall
be checked or comploted by the national contre.

3.3 Requesting hibranes should keep a record of all requests, each of which should have a serial

number.

3.4 In the case of loans of originals, all reasonable efforts shall be made to ensure that no loanable
copy is available in its own country before a request is sent abroad. Documents that are

available in a country but are tomporarily in use should only be requested on international loan in
exceptional circumstances.

Commentary

3. Requests for loans should normally go through national centres, since otherwise it is very difficult
to ensure that there is no other loanable copy in the country, and loans are expensive. It may be
decided that it is easier, cheaper and faster to apply direct abroad (for example, when the only
known location is outside the country); however, a record of all such requests should be sent to the
national centre for information. Requests for photocopies may however in appropriate cases be
made direct to foreign libraries, not necessarily in the country of publication.

3.1 Forms should wherever possible be completed in typescript.

3.2 Inadequate requests cause delays. and may have to be returned for further chocking. Where a
request is inadequate because the requesting hibrary has insufficient bibliographic resources to
check it, it should be checked by the national centre or centres before it is despatched.

3.4 Thus is the responsibility of the appropriate national centre when no comprehensive record of
national holdings is generally available.

3.5 Fast methods include airmail, telex, telefacsimile, direct computer transmission and electronic
mail.

4. Procedure for Supplying
4.1 Every country has a special responsibility to supply its own national imprints on international
loan, No country or library is under an obligation to supply a work that has been requested, but all

reasonable efforts should be made to satisfy international requests.

4.2 Itoms shall be sent diroct to the requesting library except where, for administrative reasons, it is
specifically required that they should be sent to the national centre.
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4.3 All documents lent should be clearly marked with the name of the owning library.

4.4 Packages containing items sent in response to requests shall be clearly marked:
*INTERNATIONAL LOANS BETWEEN LIBRARIES *

4.5 No library receiving a request should normally retain it for longer than one week (two weeks in
the case of difficult requests) before supplying the item or returning the request to the national
contre or the requesting library.

4.6 When a request cannot be satisfied, the requesting library should be notified at once.

4.7 When the satisfaction of a request is likely to be seriously delayed, the requesting library should
be notified at once.

Commentary

4.1 The responsibility of each country to supply its own national imprints is emphasized: without the
.mmdmham&%.bﬂhauﬂ.ﬁ&ylndwdwm“mlymﬁud
This responsibility is an essential element in Universal Availability of Publications.

4.4 Cloar statoments on the outside of packages aro necessary to avoid problems with Customs.

{5mmwmwmmmmbﬂo‘mhan§dmmt
aro satisfied by making copios of long documents (o.g. microfilms of books).

4.6&4.7 Failure to notify inability to supply or delays in supplying causes further dolays and
uncertainty in the requesting library. In countries with no national centre, fast procedures should
be devised to transmit to other libraries requosts that cannot be satisfied. If such procedures are
not poasible, the requests should be returned at once to the requesting library.

6. Conditions of Supply

5.1 Where photocopies are supplied, libraries supplying and receiving them must abide by any
roquiroments necessary to satisfy relevant copyright regulations.

5.2 Original documents when received by the borrowing library shall be used in accordance with its
normal regulations, unless the supplying library stipulates cortain conditions,

5.3 [toms should be sent by the fastest postal service available.
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Commentary

5.3 It is recognized that in some cases the use of airmail, although desirable, may not be possible
because the cost cannot be borne by either the borrowing or the supplying library. The use of fast
methods of tranamission is nevertheless very strongly urged, since slower methods may make
libraries reluctant to lond and inconvenience the individual user.

6. Period of Loan

6.1 The loan period, which shall in all cases be specifically and clearly stated, shall normally be one
month, excluding the time required for despatch and return of the documents. The supplying
library may extend or curtail this time limit. :

6.2 Application for extension of the loan period shall be made in time to reach the supplying library
bofore the loan period has expired.

7. Procedure for Returning

7.1 Documents lent should be returned by the fastest postal service available.
Packages shall be marked INTERNATIONAL LOANS BETWEEN LIBRARIES'

7.2 Libraries returning documents shall observe any special stipulations by supplying libraries with
regard to packaging, registration, etc.

7.3 Documents shall be returned to the supplying library excopt where return to the national centre
is specifically stipulated.

Commentary

7.2 Special stipulations may relate to special packaging in the case of fragile documents or
registration in tho case of rare itoms.

8. Receipts

No receipts shall be provided either for the supply of an item or ita return to the supplying library,
unless specifically requested.

9. Responsibility for Loss or Damage

From the moment a library despatches an item to a requesting library until it returns, the
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roquesting library shall normally be responsible for any loss or damage incurred, and pay the
supplying library the full estimated cost of such loss or damago, including where requested any
administrative costs involved.

Commentary

It is in the interests of all concerned to ensure that all items are adequately packaged. Claims from
supplying libraries for loss or damage cannot be seriously entertained if packaging by them has been
inadequate.

Supplying libraries are expected to help whero necessary with postal inquiries in casoes of loss or
damage.

10. Payment

Accounting and payment procedures should be minimized. Payment shall be made or waived
according to agreements between the two countries or libraries involved. Payment between national
contres or individual libraries recoiving and providing a similar number of satisfied requosts should
be waived. Payment may also be waived when the number of items supplied to a particular country
or library is 80 small as not to justify the accounting procedures involved.

Commentary

Simplified methods of payment include:

a) prepaid systems, whoreby national contres or libraries buy numbers of coupons in advance, and
send an appropriate number of coupons with each request;

b) deposit accounts, whereby the supplying library holds a sum deposited by a requesting library and
deducts amounts from it according to each item supplied;

¢) flat-rate payments, whereby average rather than individual costs are recovered; or unit payments,
whereby charges are made in a limited number of units, Either of these methods may be combined
with pre-payment or deposit accounts,

Payment may be made by national centres, which may it from requesting libraries in theiz
countries. or direct by requesting libraries, according to the system in operation in the requesting
country. The requirements of the supplying library or country, which should be as simple and clear as
possible, must in all cases be observed.

Different practices may be applied to loans and to photocopies or other reproductions sent in place of
loans: for example, two)countyies; or s group of countries, may sgres to waive chargos for loans but:
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not for photocopies.

11. Statistics

Libraries participating in international lending shall keop statistics of requests received from and
sent to other countries, and those satisfied in each case. These statistics shall be sent each year to
the national centre or national association for forwarding to the IFLA Office for International
Lending

Commentary
The statistica to be collected should include:

1. The total number of requests sent abroad and the total satisfied a) by loan, b) by photocopy.
2. The total number of requests received from abroad and the total satisfied a) by loan. b) by
photocopy.

The above statistics should preferably be kept in rank order by country.

Where it is not possible to collect figures for satisfaction rates over all requests, they may be
estimated from sample surveys.

A fuller statement of recommended statistics is given in IFLA Journal, vol 3, no.2, 1977, pp.117-26:
International Lending Statistics.
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Mode! National Interlibrary Lending Code (Reprinted vith permission.)

This mode! national code for imterlibrary leading vas drawn up 1983 by the IFLA
Section on Interleading. It is rocommended as a model for all countries that do
not at presemt have a national code for interlibrary lending or that wish to
revise existiang codes.

A node! pational code clearly cannot take account of all variatioas im practice
betveen countries. Provision has therefore been made for individual countries to
include inforsation specific to their country.

If the model code cannot be adapted to any particular country’s needs, the
folloving checklist may be used as a guide to the topices that a code should
cover:

i) definition of interlending
ii) = statement of any broad principles
iii) any other national regulations, manuals. etc that should be kaowa
iv) verification of requests
v) location of required materials and or channels to be used
vi) standard formats
vii) transmission sethods of requests
viii) treataent of requests received
ix) delivery of requested material
x) loan periods, return of material, renevals
xi) respoasibility for loss of damage
xii) charges and payment procedures
xiii) statistics

Scope

The object of this code is to improve efficiency by providing standard
procedures for interlibrary lending('interlending’ for short). It does not
precude other agreements betveen local or subject-related gruops of libraries,

nor does it apply to international lending (vhich has its ova code agreed by
IFLA).
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Definition

Interleading is the process vhereby ome library obtains from another specified
library material requested by its users and not available from its own stock.
The roquested material may be sent as a temporary loan or a copy may be supplied
or transmitted instead.

Principles

Interlending should be recognized as a vital element in making library materials
available to users. Libraries are expected to acquire materials most likely to
be required by their users but should also expect to borrov material from other
libraries to meet legitimate demands by users for saterial that is aot in stock.
All libraries should publicize their interlending services to their users, In
the interost of mutual support and the videst possible availability of published
documents (vhich is in the public interest), libraries should be as liberal as
possible in their interlending policies and should seek to develop and support 2
fast and efficient national systea.

An avareness of the costs involved in servicing requests is important,
Alternatives to interlending should be comsidered vhere economically justified,
for exasple acquisition, personal visit to another library. another document on
the same subject

It is legitimate to request any kind of library material. but rare. fragile. or
bulky items. or iteas that cannot be photocopied and are ia high local demand,
are less likely to be readily supplied. The supplying library has the uitimate
right to decide vhether to supply any requested itea.

Requesting libraries should be avare of existing regulations and agreements on
interlending (state here any specific codes, manuals, etc that should be known).
Supplying libraries should make available on request a statemeat of their
interleading policy and charges.

Requesting

Requests made by users should be scrutinized and despatched by the requesting
library as quickly as possible: within one working day for straightforvard
requests and up to three working days for requests with poor bibliographic
details. Where the details given by the user are inadequate or suspect, the
requesting libary should make a reasonable effort to verify the information in
vhatever bibliographic tools it possesses. if unsuccessful. it should state the
sources tired.
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Details of the requested item should be adequate for its ideatification by the
supplying lidbrary. The oxact bibliographic details required may vary froam one
supplying library to another. A source of reference should be quoted vherever
possible.

Decisions on vhere to send requests should depead principally on the likelihood
of first-time success: reapplication or circulation of requests among libraries
is 2 principal cause of delay and high costs. If possible, a small number of
regular channels should be utilized consistently. Large numdbers of requests
should be sent only to those libraries that are willing to accept them. Location
tools, whether printed or on-line. and union catalogue centres should be used as
and vhere appropriate. [State any specific location services that should be
used.)

Standard request forms or other standard formats should be used. (State any
standard forms or formats that should be used.] Vhere a loan. photocopy.
sicrofilae, etc. is specifically required, this should be stated on the request
There copyright restrictions may apply. a declaration should be made by the
requesting library that it has coaformed to thea.

Requests should be despatched by fast transaission methods, for exasple by Telex
or the fastest regular mail service. (State any particular transmission
msethod(s) that should be used.)

Supplying

Libraries receiving requests should deal vwith them as expeditiously as possible.
Vhea a request caannot be satisfied or if there is likely to be a serious delay
in supplying (more than tvo weeks). then either the requesting library should be
notified immediately or. if there is a2 rota of locations, the request should be
passed to the next location.

The supplying library should ensure that: items supplied on loan are clearly
marked vith the name and address of the owming library, the data by which the
loan is to be returned and any special conditioas that apply to it. Loan periods
should be adequate to allov for transmission im both directions as well as use
by the borrower. [State any standard loan period.] Items supplied should be
packaged carefully and addressed clearly, and despatched by fast postal or other
dolivery services.

Receipt and Return

The borroving library should take due care of material received on loan and
respect any special conditions. Loans should be returned in time to arrive at
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the supplying library by the due date. Requests for renevals should be avoided
if possible and in any case should be made vell before the due date:. where no
response is received, the renmeval may be assumed to have been granted.
Notification of receipt of an item on loan or of its retura to the supplying
library is not necessary. unless specifically requested.

The borroving library is responsible for any loss or damage of material loaned
to it, from the time of its despatch by the supplying library to its retura
there. Hovever, supplying libraries should take the precaution of insuring any
particularly valuable items before despatching them.

Paynent

Vhere the number of requests is lov or the number of items supplied betveen
libraries is roughly in balance (that is. vhere accouating costs would be higher
than the charges levied). then inter-library payments should be vaived. Hovever,
large net lenders may justifiably charge for providing interlending services.
Payment procedures should be sisple and efficient. for example by using
flat-rate charges or by batch iavoidag. Supplying libraries should make
inforsation on their payment procedures and curreat charges readily available to
requesting libraries.

Charges made by supplying libraries should not normally be passed on by
borroving libraries to individual users, although a small standard charge say be
made so as to deter frivolous requests.

Statistics

All libraries should keep records of the number of requests seat to and received
from other libraries, aand the number satisfied in each case. Other basic
statistics (vhich may be ostimated by sample surveys if it is not possible to
keep comprehensive figures) are the number satisfied by loan/photocopy/microfora
and vhere possible, estimates of the speed of supply. Vhere a national body
exists to co-ordinate of interlending statistics.® libraries should forvard
their statistics to it annually.

*Tho IFLA Section on Interlending has drawn up standard questionnaires for the
collection of national lending statistics. Copies are available from the IFLA

Office for International Leading., c¢/o British Library Document Supply Centre,
Boston Spa., Wetherby, Vest Yorkshire LS23 7BQ United Kingdom.
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