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About ALS Delivery

Â ALS has created this 

presentation to assist 

libraries in preparing 

interlibrary loan 

requests for delivery.

ÂCompliance to the 

following guidelines 

helps ensure the 

prompt and efficient 

delivery of library 

materials.
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Getting Started

ÂYour library has received a request and 

has retrieved the requested items.

ÂGather the materials necessary to process 

materials properly for delivery:

Ãyour libraryôs blank ILDS label 

Ã scotch tape

Ã rubber bands

Ã ALS delivery bag
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Completing the Delivery Label

Â All fields of the delivery 

label are mandatory.

Â All writing should be neat 

and legible.  

ÃMessy handwriting can 

lead to late or incorrect 

deliveries.

ÂDo not abbreviate!
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Completing the Delivery Label

Â FINAL DESTINATION
Ã Write the full name of the receiving 

institution as listed in membership 

listing.

Ã To cross-check a 10-digit RSA code 

to find the full name of the library, 

visit the ALS RSA Membership List

Â NOTES
Ã Write the name of the staff member 

and/or department that should be 

the recipient of the delivery within 

the destination library.

Peoria Public Library

Jane Doe, McClure Branch
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Â FROM
Ã Write the full name of your 

institution as listed in membership 

listing.

Stark CUSD 100

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


Completing the Delivery Label

Â ILDS DESTINATION CODE

Ã Circle ALS if the recipient is an 

ALS member that does not have 

a separate ILDS route.

or

Ã If sending to a non-ILDS 

destination library that is a 

member of another library 

system, circle the systemôs 

ILDS route number.

Â Find its system at ELI.

or

Ã Circle the correct ILDS route 

number for all libraries 

(including ALS members) with 

direct ILDS delivery.
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Peoria Public Library

Jane Doe, McClure Branch

Stark CUSD 100

http://www.eli2.org/


Courtesy Reminder

ÂWhen processing requests, some libraries 

enclose a copy of the original request and 

their return delivery slip.  

ÂTo ensure speedy circulation and easier 

returns, fold the enclosures in quarters 

and tuck them inside the front cover before 

the next step.
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Attaching the Label

Â Each item must have a 

separate delivery label 

and must be rubber-

banded individually.

ÃCriss-cross two rubber 

bands around each item.

ÃTuck the delivery label 

under the rubber bands.

ÃTape the rubber bands to 

the label.

Â Tape should only touch the 

label and rubber bands and 

should not touch the item.
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Bundling Items

Â A maximum of three 

items being sent to the 

same location may be 

bundled together using 

the same criss-crossed 

rubber band technique.

ÃEach of the three items 

must have a separate 

delivery label and be 

banded individually.

ÃOversized items should 

not be bundled.
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Bagging Items

Â All items must be placed 

in the approved green 

ALS delivery bags.

ÃFor large, handled bags, 

place items flat against the 

bottom of the bag.  Do not 

rest books on spines or 

open edges.

ÃFor small, zippered bags, 

place spines towards the 

bottom of the bag.
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Bagging Items

ÂDo NOT overfill bags.

Â The maximum weight 

limit is 40 pounds per 

bag.

Â For excessive deliveries:

Ã request additional bags 

from ALS or the delivery 

driver

or

Ãplace extra items in a 

small box.
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Pickup of Items

Â All deliveries should be 

placed at the designated 

pickup location at the end 

of the day prior to your 

libraryôs scheduled 

delivery day.

Â Please inform ALS if your 

library will be closed on a 

scheduled delivery day.
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ALS Mail Delivery

ÂSome libraries receive ILL deliveries via 

the U.S. Mail and have a ñUSPSò route.

ÃIf your library has ALS delivery via USPS, use 

the U.S. Postal Service to mail ILL items 

directly to the requesting or lending libraries.

ÃLibraries sending items to USPS route 

libraries should send items through regular 

ALS delivery. ALS will mail the items to the 

recipient.
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Frequently Asked Questions

ÂWhere do I get my libraryôs ILDS delivery 

label?
ÃFor an original copy of your label, please contact Phil 

Evans, ALS Facilities and Delivery Supervisor, at 

309-694-9200 x2116 or 

pevans@alliancelibrarysystem.com.

ÃLibraries should make copies of the original for 

everyday use.

ÃBlank labels can be found at 

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


Frequently Asked Questions

ÂHow do I know the system to which a 

library belongs?
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ÃLook up a                                                       
libraryôs system                                                 
on the 

Every Library                                                   
in Illinois (ELI)                                            
website.

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


Frequently Asked Questions

ÂHow do I learn about another systemôs 

delivery guidelines?

ÃPlease contact the system directly.  

ÃA listing of Illinois                                                

Library Systems                                                

can be found on                                            

the Illinois State                                             

Libraryôs                                                     

What We Do

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


ÂWhere can I find delivery schedules and 

rountes?

ÃVisit the Delivery page of the ALS website.

Frequently Asked Questions
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http://www.alliancelibrarysystem.com/delivery/

