 (
Library Reserve Request Form
T
oday’s Date: ______________
 
Location: _______________________
Instructor Name:  ____________________________________________________________________
Office Location: ______________________________________
Phone
:_
________________________
Title:
Course Number:
□ 
Personal 
item
□ 
Library-o
wned 
item
Format:
□ Book
□ 
Copy
□ 
DVD
□ 
CD-ROM
□ 
VHS
Other
Loan period:
□ 
2 hours
□ 
24 hours
□ 
2 days
□ 
3 days
□ 
1 week
Other
Withdraw after:
□ 
Spring
□ 
Fall
□ 
Sum I
□ 
Sum II
Other
Title:
Course Number:
□ 
Personal 
item
□ 
Library-o
wned 
item
Format:
□ Book
□ 
C
opy
□ 
DVD
□ 
CD-ROM
□ 
VHS
Other
Loan period:
□ 
2 hours
□ 
24 hours
□ 
2 days
□ 
3 days
□ 
1 week
Other
Withdraw after:
□ 
Spring
□ 
Fall
□ 
Sum I
□ 
Sum II
Other
Title:
Course Number:
□ 
Personal 
item
□ 
Library-o
wned 
item
Format:
□ Book
□ 
Copy
□ 
DVD
□ 
CD-ROM
□ 
VHS
Other
Loan period:
□ 
2 hours
□ 
24 hours
□ 
2 days
□ 
3 days
□ 
1 week
Other
Withdraw after:
□ 
Spring
□ 
Fall
□ 
Sum I
□ 
Sum II
Other
COPYRIGHT INFORMATION FOR RESERVE MATERIALS
The following uses of copyrighted materials are not permissible according to Fair Use Guidelines, unless permission 
is
 gained from the copyright holder. 
Photocopies of the same magazines, journals, articles, book chapter for more than one course for
 more than one semester.
Photocopies of workbooks, standardized tests, exercise, and answer sheets. 
Photocopies of a collection of articles on the same subject forming a course packet. 
Videotaped recording of a television program over 45 days from date of broadcast.
Each instructor is responsible for obtaining copyright permission as necessary.
The library is not responsible for the mutilation or loss of personal items.
Faculty Signature: _______________________________ Date
:_
_______________
Updated 
10/30/08
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