
 
COURSE RESERVE MATERIALS REQUEST 

 
Learning Resource Center 

 

         Date:   /  /   

Instructor                

Department                

Phone          Email         

Course Number       Semester   Year    

 
 
 
 
 
 
 
 
 

 Personal Book   Library Material  Audio/Visual   Documents/Handouts Donation  

Title                 

Author                

ISBN/ISSN       Call Number        

Year         Number of copies        
 

 

 Personal Book   Library Material  Audio/Visual   Documents/Handouts Donation  

Title                 

Author                

ISBN/ISSN       Call Number        

Year         Number of copies        
 

 

 Personal Book   Library Material  Audio/Visual   Documents/Handouts Donation  

Title                 

Author                

ISBN/ISSN       Call Number        

Year         Number of copies        
 

 

Unless an instructor’s request(s) for personally-owned materials to remain on reserve over successive semesters, 
personally-owned items will automatically be removed at the end of the semester.   Personal items may be picked up 
from the library at the end of the term. If a faculty member wishes to retrieve personally-owned materials before the 
end of the semester, the library needs at least 48 hours advance notice to do the processing.  Items not retrieved will 
be donated to the collection. 

 In order to prevent theft or attempts to sell your personal books, the library may mark your copy.  The 
library is not responsible for personal items that are lost or damaged. 

 Any photocopied material may fall within the “Fair Use” policy of the copyright law,  tems that do not meet 
the spontaneity and brevity limits of copyright will need permission. 


