
Center for Adventist Research
James White Library
Andrews University

Policy Regarding Interlibrary Loan Requests 

and Distributed Education Students
March 18, 2004

The Center for Adventist Research (CAR) is happy to do whatever we can to aid research.  We are also very aware of our

responsibility to protect our resources.  We have regulations and procedures which we feel do what we can to serve

researchers as well as to protect our resources which are often quite fragile.

Materials in the Center do not circulate outside of the CAR Reading Room.  CAR is willing, however, to provide

photocopies  of most ma terials in the Center for sch olarly use.  Any ph otocopy requ est may be  limited by the Cen ter �s

photo copy p olicy w hich a ims to  protec t and p reserv e all CA R ma terial.

Interlibrary Loan Request

1. Requests for materials received from institutions via the elec tronic interlibra ry loan sys tem (ILL ) will be forw arded to

CAR for consideration. ILL requests received via electronic ILL program will be responded to by ILL in its normal

manner. ILL requests via regular mail will be treated and processed as a regular photocopy request to the

CAR  (see the n ext section  below). 

2. If CAR de termines cop ies are possible, ILL w ill relay the approximate  cost, if any, to the requesting library for the ir        

approval. Once approval is received CAR will either make the original item available for electronic transfer or

photocopies of the requested material(s) as governed by our regulations and policies.  Certain libraries have

reciprocal agreements with JWL.  These agreements will be honored if the amount requested is less than 20

pages .  If over 20 pa ges then  usual ch arges w ill apply.  Sev enth-da y Adve ntist institutions  limit will be 40  pages . 

3. Com pleted req uests w ill be mailed  to the requ esting institu tional Interlibra ry Loan o ffice along w ith an invoic e, if             

 applicable, payable to the James White Library.  Payments should go to CAR.

4. Reasonable requests can usually be done in about a week during regular school terms, depending on staff time and     

  volume of requests from other requesters.

Distributed  Educa tion Stud ents

These requests are handled as any other off-campus request for photocopies.

General P rocedure

1. Requester should access the Library �s online catalog [www .andrews.ed u/library] to make  selection.  T he requ est mu st  

 be spe cific � title, journal citation , pages, c all #, etc.  CA R perso nnel do n ot have tim e to do res earch for in dividuals. 

If this is needed we will refer you to someone who will do research for a fee.

2. Conta ct the cen ter at car@andrews.edu to make  your requ est.  Or, the re quest ca n be sen t to Cente r Adven tist             

 Research, James White Library, Andrews University, Berrien Springs, MI  49104-1400 USA.

3. Cen ter pers onne l will dete rmine  if the ma terial m ay be p hotoc opied  and w hat co sts are  involve d.  This  inform ation w ill

be relaye d to the  reque ster via  e-ma il or regu lar ma il.

4. Once  comp leted, the p hotoco pies will be  mailed to  the reque ster along  with an inv oice.  If the invo ice is over $ 20, 

prepayment ma y be necessary.

Costs and Other Considerations

%  Minim um fee  is US$3 .00.  

%  US$0.25 per page.  This includes shipping to USA and Canadian addresses.  Other addresses or especially large         

   shipm ents will req uire addition al postag e.  Requ ests nee ded in les s than a w eek will inc ur addition al fees if staff

time perm its accep tance of th e reque st.

%  These procedures and costs are detailed in the Center �s web page under Photocopy and Research Requests.  See

also   the Pho tocopy P olicy for add itional inform ation: http://www.andrews.edu/l ibrary/car/ index.html.

%  Reques ts for obituaries are spec ifically excluded and a re governed  by the existing policy reg arding reques ts for             

 obituaries.  See Seventh-day Adventist Cooperative Obituary Project on the Center �s web page.

http://www.andrews.edu/library/car/index.html


