Drake Memorial Library - Reserves               Request to Place Books or Media on Reserves
Instructor: ____________________ Course: ______________ Semester: FALL    SPR    SUM _________

Today’s Date: ________________________           Instructor’s phone number:___________________
*** To place BOOKS or MEDIA on Reserves:

Please note the loan options.  If one is not chosen, we default to a two hour (in-building) loan.

*Loan options:  two hours, three hours (both of these remain in the library), four hours/overnight (item circulates in the building for 4 hrs and cannot leave until two hours before the building closes, due back shortly after the library opens the next day), one day, two days, three days, one week (these can leave the building immediately).

Date to return materials to the collection or you (if a personal copy)  Remove from reserves on:_____

1. Title: ___________________________________________________________________________

  Author: _______________________________  Date needed by: (allow 3 days)_________________

  Library call number:____________________________    Barcode:   3281500 __________________

  Loan period:     _____2 hours      ___________other* - note which option you’d like for this material

2. Title: ___________________________________________________________________________

  Author: _______________________________  Date needed by: (allow 3 days)_________________

  Library call number:____________________________    Barcode:   3281500 __________________

  Loan period:     _____2hours       ___________other* -  note which option you’d like for this material

3. Title: ___________________________________________________________________________

  Author: _______________________________  Date needed by: (allow 3 days)_________________

  Library call number:____________________________    Barcode:   3281500 __________________

  Loan period:     _____2hours       ___________other* -  note which option you’d like for this material

4. Title: ___________________________________________________________________________

  Author: _______________________________  Date needed by: (allow 3 days)_________________

  Library call number:____________________________    Barcode:   3281500 __________________

  Loan period:     _____2hours       ___________other* -  note which option you’d like for this material


The signature of the faculty member below certifies that any permission necessary to use copyrighted material for library reserve has been granted, unless use of the material is considered to be “fair use.”

_____________________________________________________         _________________________
Signature (required)






Date
