
OSU ILL cancels request. END.

Interlibrary Loan 
of Special Collections Borrowing Requests: Physical Loans

OSU patron makes loan request 
for item not owned at OSU Libraries.

Was item published pre-1924 in U.S.?

OSU ILL sends request to potential 
lending libraries.

Is there an open, full text digital copy in 
HathiTrust, Internet Archive, or Google?

No Yes

Lender notifies OSU ILL that item 
is in special collection.

Is loan available from another domestic 
library's general collection?

No

OSU ILL obtains general 
collection loan. END.

Yes

OSU ILL provides URL to user. 
END.

Will patron accept physical loan with 
special collections usage restrictions?

OSU ILL arranges loan with lending library.
Item arrives.  OSU ILL reviews item condition.

Yes

OSU ILL creates ILLiad copy request, 
scans and delivers PDF.

OSU ILL packages and returns item 
to lending library. END.

Is scanning allowed by lender?

No

Yes

No

OSU ILL emails patron and takes item to 
Thompson Library Special Collections.

Patron uses item in special collections 
reading room.

Does patron need scan of small 
portion of work?

Yes

No No

Yes



OSU ILL delivers PDF. Special 
Collections reshelves item or returns 

item to Depository.  END.

Interlibrary Loan 
of Special Collections

Lending Requests: Scans of small portions   
(articles, chapters)

OSU ILL receives article/chapter 
scan request from another library.

OSU ILL pages item for delivery to 
appropriate special collection location.

No

OSU ILL emails request to owning location 
for curator/designee review.

Does OSU ILL need to page item 
from depository?

Curator/designee emails OSU ILL 
which cancels request. END.

Is scanning permitted (considering item 
size, condition, donor restrictions, etc.)?

Yes

If item is from . . . 
Thompson Library Special Collections:

Special Collections staff email OSU ILL so 
ILL staff can scan piece in THO 019. 

Archives or Billy Ireland Cartoon 
Library & Museum:

Special Collections staff scan desired
content and email PDF to OSU ILL office.

Yes

No



Interlibrary Loan 
of Special Collections Lending Requests: Digitizing Entire Works

OSU ILL receives loan request 
for pre-1924 work from another library.

OSU ILL provides URL to 
requesting library. END.

No

OSU ILL confirms that digitized PDF
of work is acceptable to requesting library. 

Is there an open, full text digital copy in HathiTrust, 
Internet Archive, or Google of acceptable quality?

Does OSU ILL need to page item from depository?

Yes

Yes

No

No

Yes
OSU ILL pages item for delivery to 

Thompson Library.

OSU ILL emails request to:
1. Special collections curator/designee for review;
2. Cataloging associate for print record metadata 

review and editing as needed; and
3. Digital Imaging staff for condition assessment.

Special collections or Digital Imaging 
staff emails OSU ILL office which 

cancels request. END.
Is digitization possible?

OSU Digital Imaging staff scan item and coordinate 
metadata and file transmission with Internet Archive. 

Internet Archive mounts PDF on their site. 

OSU Digital Imaging staff provides the new Internet 
Archive URL to:
1. OSU eResources librarian to create new 

catalog record locally and on WorldCat for 
e-version; 

2. Special Collections staff; and
3. OSU ILL staff.

OSU ILL staff provide Internet Archive URL 
to requesting library.  Special Collections 

reshelves item or returns item to 
depository.   END.



Interlibrary Loan 
of Special Collections Lending Requests: Physical Loans

Big Ten library sends our OSU ILL office a loan request. 
Item is located in OSU special collection.

Was item published pre-1924?

OSU ILL asks Big Ten library to exhaust other 
domestic lenders for general collection copy. 

Is there an open, full text digital copy in 
HathiTrust, Internet Archive, or Google?

No Yes

If none found, Big Ten library asks us for 
special collections loan consideration.   

OSU ILL office emails request to special 
collection for curator/designee review.

Is loan permitted (considering value, 
condition, donor restrictions, etc.)?

Yes

No
Special collections emails OSU ILL 
office which cancels request. END.

No Yes

OSU digitizes 
item and

delivers to 
requesting 
library and 

Hathi. END.

OSU ILL
provides 
URL or 
PDF to 

requesting 
library. 
END.

Special collections notifies OSU ILL of approval 
and any additional usage restrictions. 

Are there usage restrictions beyond the 
standard Big Ten Protocols?

No

Yes
OSU ILL contacts requesting library 
to confirm acceptance of restrictions.

OSU ILL staff:
1. Retrieve item from special collections.
2. Prepare ILL paperwork and streamer

with item restrictions and condition.
3. Update ILLiad and Sierra.
4. Box item for shipment and take to    

mailroom for insured UPS delivery.

Upon item's return, OSU ILL staff:
1. Inspect item for damage.
2. Update ILLiad and Sierra.
3. Hand item to special collection. END.

Does library agree to restrictions?

Request not filled. END.

Yes

No
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