Local School Library
 Interlibrary Loan Request
This form must be completed by a registered school library media specialist as instructed in the Greenwood Library’s Policy for Local Schools.
Email completed requests to: getbook@longwood.edu
All information is required.  To complete the form in Word, open the document in Word and tab through the response areas.  To email the completed form, save the Word document to your computer and send it as an attachment.
	Date of Request:
	     


Article Information:
	Journal Title:
	     

	Location:
	     

	Volume:
	     
	Issue: 
	     
	Date: 
	     
	Pages: 
	     

	Article:
	     

	Author:
	     


Book/Video/DVD Information:
	Call Number:
	     
	Location: 
	     

	Title:
	     

	Author:
	     


School Information:
	Ship To Address:
	     

	(include school name)
	     

	
	     

	
	     

	School Librarian:
	     

	Library Fax Number:
	     

	Requestor’s Name:
	     


To be completed by Greenwood Library:
	Due Date:
	     

	Not sent because:
	 FORMCHECKBOX 
 In use
	 FORMCHECKBOX 
 Non-circulating
	 FORMCHECKBOX 
 Not on shelf

	
	Other: 
	     









