- DELIVERY

AVa
How to Correctly Use ALS/ILDS Delivery Service

Aliance Library System



An Overview

A About ALS Delivery

A Getting Started

- A Completing and

. _Attaching the Label

@d A Bundling and

g Bagging Items

R A Pickup of Items

Jl | e | A ALS Mai Delivery

e Frequently Asked
Questions




B BECT DE|IVERY
About ALS Delivery

A ALS has created this
presentation to assist
libraries in preparing
Interlibrary loan
requests for delivery.

A Compliance to the
following guidelines
helps ensure the
prompt and efficient
delivery of library
materials.

lliance

Library
Sys’rem

600
HIGH POINT LAN




g BEST DELIVE]

Getting Started

A Your library has received a request and
has retrieved the requested items.

A Gather the materials necessary to process
materials properly for delivery:

your | 1 braryos bl ank |
scotch tape

rubber bands
ALS delivery bag



Completing the Delivery Label

FIHAL
[CESTINATION

i e (AT WAL i Cnclan haiow. For matsrals going 0 ron-iLOS Bvates, wits te
(cestinafion ibvary’s fud name abovs ang'cioie Misk Spsiem’s ILOS cogs beiow af et

FROM

A All fields of the delivery

ALWAYS CIRCLE OR HIGHLIGHT ONE ILDS DESTINATION CODE BELOW

label are mandator
Non-ILD3 Mambars
ALS ADL  FLD  KEC  NPU SN y "
crL ALP GRM  KEN  HNUH  SRC
DLS ARG GSU KIS NWU  S55C ~ o
A All writing should be neat
LTL AUG  HIC  KSC  ONU SWI
MLS BEN HRT LAC  PRC  SxU =
MSL BHC  ICC LCC PRK TIL and |eg|b|e
PAC BLC IO LGN aCY  TRM -
PAR BRA  IEF LEW RCC TRT
iy T ks oo me ae Messy handwriting can
RFL CLC EO LKC  RLC C y g
SHL CoD IEW LG RMC UM

DS oo w o we e e lead to late or incorrect
G ke we men uu deliveries.

IO codes detned at csu IMS MIL RVGC UMl
Pilinasssiysrm st CTU  ISL  MMC  SAl  USF

e | O Mo s v A Do not abbreviate!

Hinois Ibraries see: =
iin: s slingis. org DPU W Mwu = WHE

ECC JAL NBT SFM

EIU JEM MEY SHC WRH
ELM JOL NCC sIC WWC
ER Juo MEI SIE SJN
ERK JWC MU SiM SRC

EWU

December 2007




o BEST DELIVER
Completing the Delivery Label

FIHAL
[CESTINATION

Peoria Public Library

e sinarion \!mr

FROM

ame ahows,

"if e (T ? ICIT haRoW. For m m‘sw 00 RoA-LOS Bvates,
nd cicie ek Sys! m—sl_._'\sron"-be

Stark CUSD 100

..... = e

MOTEL

Jane Doe, McClure Bran

®
%\

ALWAYS CIRCLE OR HIGHLIGHT ONE ILDS DESTINATION CODE BXLO

To Eysiems or thelr

PAZ
RPL

ILDS

ILCE codes detined at
hitoc/Tinoisdeisers net

For a dir=clory of al
Hinois Ibraries see:
itp:iwwe = Ilinols org

December 2007

ADL FLD
ALP GRM
ARG GSU
ARU HCD
AUG HIZ
BEN HRT
BHC GG
BLC ICO
BRA IEF
ERMN IEL
LS IEC
coD IEW
coL 14
CON [ile}
CEC IT
CsP ILC
csu M5
cTU I1ZL
DAC 12U
ComM WG
DPU 1wy
ECC JAL
EIU JEM
ELM JOL
ER Juo
ERK JWC
EIJ‘Jl..

ILDE Libramas

KCC
KEN
KIS
KIMX
KEC
LAC
LCC
LCN
_EIJ‘Jl
LFC
LKC
LLC
Luc
ME1
MCK
MHC
MIL
MM
MOM
MVC
Mwu
NBT
MEY
NCC
MEI
MU

MEU SJN
MNUH SRC
NWU S55C
DAK SWC
ONU SWI
PRC SXU
PRK TIU
acy TRN
RCC TRT
RKC JICH
RLC uic
RMC UH
ROB uig
ROS LR
ROU Uiz
REH i
RV LIMI
SAl us
ZCC WCM
sCl WCC
= WHE
SFM WU
SHC WR
sIC VW
SIE SJN
SiM SRC

FINAL DESTINATION

A
\ Write the full name of the receiving

~

A

~

A

institution as listed in membership
listing.

To cross-check a 10-digit RSA code
to find the full name of the library,
visit the ALS RSA Membership List

FROM

Write the full name of your
institution as listed in membership
listing.

NOTES

Write the name of the staff member
and/or department that should be
the recipient of the delivery within
the destination library.



http://www.alliancelibrarysystem.com/RSAmembershipList.cfm

Completing the Delivery Label

Peoria Public Library A ILDS DEST'NATION CODE

i e (AT WAL i Cnclan haiow. For matsrals going 0 ron-iLOS Bvates, wits te
(cestinafion ibvary’s fud name abovs ang'cioie Misk Spsiem’s ILOS cogs beiow af et

187K CUSD 100 Circle ALS if the recipient is an
Jane Doe, McClure Branch // ALS member that does not have

ALWAYS CIRCLE OR HIGHLIGHT ONE ILDS DMDE BELOW
Tty a separate ILDS route.
& aDL FLD KCC NFU SJN

CPL ALP GRM KEN MNUH SRC O r
DLS ARG G5U KIS NWU S5C
LCL ARU HCD KINX DAK SWC

| e e o ow ow If sending to a non-ILDS
B KC LG PRK T L destination library that is a

.@ e e e member of another library
i || con Ew o o un system, <circle th

coL 14 Luc ROB uig

MR ILDS route number.
A Find its system at ELI.

CsP

ILCE codes detined at csu IMS
hitoc/Tinoisdeisers net oTU =

DAC 12U

e ek s or
R I \ Circle the correct ILDS route

EIU JEM MEY SHC WRH

number for all libraries

ER Juo MEI SIE SJN

(including ALS members) with
direct ILDS delivery.

December 2007



http://www.eli2.org/

gt BEST DELIVE
Courtesy Reminder ¢
Rerince !

A When processing requests, some libraries
enclose a copy of the original request and
their return delivery slip.

A To ensure speedy circulation and easier
returns, fold the enclosures in quarters
and tuck them inside the front cover before
the next step.



i BEST DELIVERNYDE
Attaching the Label

A Each item must have a
separate delivery label
and must be rubber-
banded individually.

A Criss-cross two rubber
bands around each item.

A Tuck the delivery label
under the rubber bands.

A Tape the rubber bands to
the label.

A Tape should only touch the
label and rubber bands and
should not touch the item.




Bundling Items

A A maximum of three
items being sent to the
same location may be
bundled together using
the same criss-crossed
rubber band technique.

A Each of the three items
must have a separate
delivery label and be
banded individually.

A Qversized items should
not be bundled.




gt BEST DELIVER
Bagging Iltems

A All items must be placed
In the approved green
ALS delivery bags.

For large, handled bags,
place items flat against the
bottom of the bag. Do not
rest books on spines or
open edges.

For small, zippered bags,
place spines towards the
bottom of the bag.




o BEST DELIVERY
Bagglng ltems

A Do NOT overfill bags.

A The maximum weight
Imit is 40 pounds per
nag.

—or excessive deliveries:

request additional bags
from ALS or the delivery
driver

or

place extra items in a
small box.




g BEST DELIVER
Pickup of ltems

]

= A All deliveries should be

placed at the designated

pickup location at the end

of the day prior to your

| 1 braryodos sch
delivery day.

== A Please inform ALS Iif your
library will be closed on a
scheduled delivery day.




ALS Mail Delivery

A Some libraries receive ILL deliveries via
t hhe U. S. Ma i | and ha\y

If your library has ALS delivery via USPS, use
the U.S. Postal Service to mall ILL items
directly to the requesting or lending libraries.

Libraries sending items to USPS route
libraries should send items through regular
ALS delivery. ALS will mail the items to the
recipient.



g BEST DELIVER
Frequently Asked Questions

AWhere do | get my |

label?

For an original copy of your label, please contact Phil
Evans, ALS Facilities and Delivery Supervisor, at
309-694-9200 x2116 or
pevans@alliancelibrarysystem.com.

Libraries should make copies of the original for
everyday use.

Blank labels can be found at
A http://www.1llinoisdelivers.net/PaperlLDSlabel.pdf



mailto:pevans@alliancelibrarysystem.com
http://www.illinoisdelivers.net/PaperILDSlabel.pdf
http://www.illinoisdelivers.net/PaperILDSlabel.pdf

" dl: C QY F
Frequently Asked Questions

A How do | know the system to which a
library belongs?

ALook up a
| 1 braryos
on the

Every Library
In lllinois (ELI)
website.



http://www.eli2.org/
http://www.eli2.org/

Frequently Asked Questions

AHow do
delivery guidelines?

earn about

Please contact the system directly.

A listing of lllinois
Library Systems
can be found on
the lllinois State
Li braryos
What We Do
webpage.

CVBERDRIVEILLINOIS 5 Bt

“ AND'STATE LIBRARIAN

SERVICES PROGRAMS PRESS PUBLICATIONS DEPARTMENTS CONTACT

lllinois State Library Find-It
FPowered by Find-t! linois

Who We Are > What We Have > What's New

Government Grants
= Depaository Programs = Youll 'Wish You'd Thought Of
= Government Infarmation = Library Construction
Locator Service = Educate & Automate = E-Rate--Telecormmunicatighs = DuPage
= GILS > Grants for Literacy Discounts = Lewis & Clark
= Illinois Government = Library Services & Technology Act > E-Rich Electronic Resourde = Lincoln Trail
Infarmation = Live & Learn System Automation  Services = Metrapolitan
= Public Library Equalization = Mailing Lists = Marth Suburban
= Public Library Per Capita = Scholarships = Prairia Area
> School Per Capita = Teleconferences & Webcad = Rolling Prairie
> Training Grant = Trustees = Shawnee
= Mew ILDS Lahel > Systams Map
= Mew ILDS Directory
= Strategic Plan for Technology &
Telecommunications

Libraries Library Systems
= Directory of lllinois Librarieg = Alliance
= Continuing Education \Worlghops = Chicago Puhlic

BACK TO CYBERDRIVEILLINOIS.COM HOME PAGE


http://www.cyberdriveillinois.com/departments/library/what_we_do/home.html

. BEST DELIVERY
Frequently Asked Questions

A Where can | find delivery schedules and
rountes?

Visit the Delivery page of the ALS website.



http://www.alliancelibrarysystem.com/delivery/

