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Background

Library Services, through The Charles C. Tandy, M.D. Health Sciences Library located on the 5th floor in the East Building on the MDMC campus, subscribes to approximately 150 professional journals at an annual cost of about $60,000.00. We have issues dating back into the mid 1960s on many of our journals.  For current and past journals that we do not have in print, we can order them on "document delivery" through a computer system at The National Library of Medicine in Bethesda, MD.
More and more, however, we will  be moving away from having periodicals in house in paper format, and will be moving to a system where we access the materials that our customers need electronically then print them out, fax them, or email them to our clients. Below you will find our new policy for obtaining periodical articles, and a form for such requests that needs to be completed in writing, and either faxed, emailed or sent to the library through inter office mail.
For a number of reasons, we can no longer take article requests orally over the phone. If you don't have a request form, you can phone us and we'll quickly fax one to you.
Do not hesitate to contact us with questions or concerns. Prompt, efficient customer service is a major priority for us, but we also have to work within the parameters, rules and guidelines of the National Library of Medicine's article locator system.

Policy

1. Requests for journal articles need to be placed as far in advance of the time needed by the client as possible.  The ideal is to have them into the library 5 business days prior to the time needed.
2. We can often get articles in a shorter time frame. Many times, if we receive the request early in the day, we can locate them and get them delivered the same day, but there are no guarantees, especially when they have to be procured through the National Library of Medicine computer system, which is the case for a large percentage of our requests. Once we enter the request into the NLM system, we are at the mercy of other libraries on how quickly we get them back.

3. Rush Orders for Patient Care can be placed through the NLM system. We generally get these back very quickly, often within a couple of hours, but again there are no guarantees. Only 2 articles can be requested using this method in any one day.
4. It is imperative that the accompanying request form be used when placing article orders. Be very careful to print or type legibly, and use extra care to get the information that we need correctly. Even getting one or two words wrong, or misspelled will prevent our finding the article when we have to do so on computer systems.
5. The key information needed is

·  the exact title of the article

· the principal author's last name and first two initials ( JONES, R. A. ) 

· publication year of the article. 

Other information ( the name of the journal, the issue, the page numbers, etc.) are       
              Usually not needed and should be considered optional.
       6.    So Library Services can quickly and efficiently meet the needs of all of our                          
              customers across the entire MHS system, we must limit the number of article     
              requests per customer to 20 in one day  and to 50 in one week. Exceptions can 
              can be made under unusual circumstances.
        7.    Please be aware that our information searching and document retrieval abilities    

               and services are NOT LIMITED to the medical field. We have the tools and         
               capabilities to find information and resources on almost any subject, provided, 
               of course, that its out there!
         8.  You will note on the article request form that we ask you to let us know the             

               date by which you need the information. Please be sure to give us this
                information. It’s a very important part of the process.
