
Course Reserve Request Form for Personal Copies

All materials (photocopies, library materials, personal copies) should be turned into the Reserve Desk at least 3 weeks prior to when it will be needed by students. Although we will try to accommodate rush requests, this may not always be possible due to workflow. Please do not turn in more than 30 items per class without speaking with the Reserve Desk supervisor.  

INSTRUCTOR: _______________________________________________________________




LAST NAME




FIRST NAME

TODAY’S DATE: _______DEPARTMENT:___________ OFFICE LOCATION: ___________

PHONE NUMBER: ______________________ E-MAIL ADDRESS: _____________________

COURSE: ________________________________   ___________________  ________________



NAME



          DEPARTMENT

        NUMBER

SEMESTER (CIRCLE ONE):     FALL
        SPRING
       SUMMER I          SUMMER II

IF THIS IS A RUSH REQUEST, PLEASE INDICATE NEED BY DATE: _______________

LOAN PERIOD:   2 HOURS
4 HOURS        1 DAY

3 DAYS
7 DAYS

PERSONAL COPY IS (CHOOSE ONE):   

 FORMCHECKBOX 
BOOK     -#of copies_____  

DOES BOOK INCLUDE DISK OR CD? ________

IF SO, DOES DISK/CD REQUIRE SPECIAL SETUP/SOFTWARE TO WORK ON LIBRARY COMPUTERS?____  WHAT KIND OF SETUP/SOFTWARE?__________________________

 FORMCHECKBOX 
VIDEOS-    # of copies________


             FORMCHECKBOX 
OTHER (PLEASE SPECIFY WHAT IT IS)____________    # of copies ______

BIBLIOGRAPHIC INFORMATION:

AUTHOR: _______________________  TITLE: ______________________________________

PUBLISHER: _______________________________  YEAR OF PUBLICATION: ___________

PLEASE NOTE: If users lose faculty’s personal copies, the library is not liable for the loss; however, the library reserve staff will contact the patron concerning replacement charges, which are consistent with library fine policies.  

LIBRARY USE ONLY:

EMPLOYEE TAKING REQUEST:  _______________________  DATE: __________________

TIME: ____________________    DATE PLACED IN SYSTEM: ________________________

DOES BOOK CONTAIN DISK OR CD? ____________  WILL IT PLAY ON LIBRARY 

COMPUTERS? ______________   IS SPECIAL SOFTWARE NEEDED? _______  IF SO, 

WHAT KIND OF SOFTWARE? _______________   CAN SYSTEMS READILY LOAD? ____

 IF NOT, CAN COMPUTER LABS LOAD? ____________  SOLUTION USED: ____________

NOTES: ______________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

� A Course Reserve Request Form that has been filled out and signed by the faculty member placing it on Reserve must accompany each item placed on reserve.









