
ELIGIBILITY
 
This service is available to all current Moore College of Ar t & Design students, staff, and faculty. 

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 cer tain conditions specified in the 
law, libraries and archives are authorized to furnish photocopies or other reproductions. 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 requests, 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 judgment, fulfillment of 
the order would involve violation of copyright law.

SUBMITTING REQUESTS 
Patrons should submit requests by completing an ILL Form provided at the circulation desk. It is 
important to complete the form in full. Incomplete information may cause your form to be returned 
and delay processing.

How long will I wait for materials I have requested? 
Typically, material owned by one of the TCLC campuses is available within 3-5 business days (assuming 
the material is on the shelf and not checked out to another patron). When it is necessary to obtain 
materials from non-TCLC institutions, the wait is approximately 2-4 weeks. (Your request is processed 
within 24-hours of receipt -- the delay is incurred while awaiting action by the lending library, over 
whom we have no control.)

How am I notified when my materials arrive? 
The Library will e-mail you once your materials arrive or we receive notification that the materials are 
not available. If you do not hear from the Library within two weeks, please check with the librarian.

How do I obtain my ILL materials? 
ARTICLES: Copies of ar ticles are mailed directly to the library and will be kept at the Library 
Circulation Desk until picked up.   
BOOKS: Incoming loans (books) are held at the Library Circulation Desk.

Where do I return ILL materials?
Books must be returned promptly to the Library. Copies of ar ticles do not usually need to be returned. 
Please see the sections about Loan Periods and Overdue Fines and Penalties on the other side of this 
document.

Interlibrary Loan materials that are not picked up by patrons will be returned within five days of the 
end of the lending library's loan period.

INTERLIBRARY LOAN
POLICY OF THE CONNELLY LIBRARY



LOAN PERIODS 

Loan periods vary and are assigned by the lending institution. Additionally, materials are subject to recall 
by the lender at any time. Overdue fines on materials borrowed from non-TCLC institutions are 
par ticularly steep (see below). It is your responsibility to be aware of your material's due dates. In most 
cases, patrons will have a three (3) week loan period; no renewals are permitted. However, the lending 
institution may restrict loan periods and/or conditions of use (e.g., library use only, etc.) and we must 
abide by these conditions.

OVERDUE FINES AND PENALTIES 

Overdue materials borrowed from non-TCLC institutions are a large burden on the library. Please 
remember that we are borrowing materials from other institutions, late books can damage Moore’s 
relationship with other lending libraries and jeopardize our ability to borrow items in the future. The 
following will occur when materials are overdue:

• One    (1)  day overdue: you are notified via email or telephone;
• Five     (5)  days overdue: another notification is sent to you;
• Seven  (7)  days overdue: you are blocked from fur ther use of ILL and you are billed for 
       the item's replacement cost as determined by the lending library.

Please understand that compliance with an item's due date is your responsibility. Any attempts we 
make to contact you are a cour tesy and our failure to do so does not release you from your 
responsibility to return the materials on time.

RESTRICTIONS AND FEES

The Library does not normally borrow the following:
• textbooks used in course work;
• non-circulating materials (reference books, rare books, etc.);
• audio-visual materials;
• periodicals (i.e., entire issues);
• genealogical materials;
• computer software; 
• theses and disser tations; and
• materials owned by the Library and currently in use (i.e., checked out) or at the bindery.

A single item may not be requested more than once per semester, regardless of who initiates the 
request. When we note multiple attempts to borrow an item in the course of a single semester, we 
investigate the potential need to purchase the item for our collection.

Please keep in mind that we do incur costs on all items. Payment amounts will be discussed on a 
case-by-case basis. The Library reserves the right to require prepayment from individuals for unusually 
expensive requests. It is important to indicate on your request form the maximum amount you would 
be willing to spend for us to obtain this item.


