Greenwood Library Reserves Request Form

Bring completed forms to the library with materials (one form per item). Reserves will be available in 5 business days.
All photocopies must include the complete bibliographic citation of the item.
►Instructor

	Name:
	     
	Phone:
	     
	Request Date:
	     

	Email:
	     
	Department:
	     


►Course
	Course Number:
	     
	(e.g., BIOL 122)
	Course Name:
	     

	Semester:
	 FORMCHECKBOX 
 Fall
	 FORMCHECKBOX 
 Spring
	 FORMCHECKBOX 
Summer I
	 FORMCHECKBOX 
 Summer II
	 FORMCHECKBOX 
 Summer III


►Reserve Item
	Put item on:
	 FORMCHECKBOX 
 Electronic reserve (e-reserve)
	Course Password:
	     

	
	 FORMCHECKBOX 
 Traditional reserve (please complete criteria below)

	
	Loan period:
	 FORMCHECKBOX 
 1 hour         FORMCHECKBOX 
 3 hours         FORMCHECKBOX 
 24 hours              FORMCHECKBOX 
 2 days            FORMCHECKBOX 
 3 days

	
	May we label and security treat the physical item?   FORMCHECKBOX 
 Yes        FORMCHECKBOX 
 No

	Date needed by (allow 5 days):
	     

	Date to remove:
	     
	(if different from end of semester)

	Will this item be on reserve for the same course next semester?
	 FORMCHECKBOX 
 Yes        FORMCHECKBOX 
 No

	Title:
	     

	
	(This title should correspond to your syllabus.  It will appear in the library catalog course reserves.)

	Author:
	     

	
	(Please enter as “Last, First” or “Last & Last” or “Last, First et al.”)


	If you do not own the copyright, the following fields are also required for photocopies and e-reserves:

	Title of Journal or Book:
	     

	Publication Date:
	     
	Volume/Issue:
	     
	Page Numbers:
	     


►Copyright Compliance

	United States Copyright Law, 17 U.S.C. § 101 et seq. governs the photocopying or other reproductions of copyrighted materials.  Your signature below indicates that you have read and complied with copyright law and the Policies and Procedures of the Faculty Manual. Longwood University Library reserves the right to refuse to accept copied materials for Course Reserve if, in its opinion, the fulfillment of the request would violate copyright law.  See http://www.longwood.edu/library/about/policy/copyright.htm for copyright guidelines.
By signing below, I verify that I am responsible for this copy and its placement on reserve. (check one and sign)

	 FORMCHECKBOX 

	Complies with the Copyright Law (17 U.S.C. et seq.), or

	 FORMCHECKBOX 

	Permission to copy has been granted by the copyright holder.

	Signature:
	
	Date:
	


Questions?  Please call the Circulation/Reserve Desk at 395-2433 or email reserves@longwood.edu.
	Library Use Only

Date Completed:

Staff Initials:

Call # / Filename:

PDF File Size:




























