
PERSONAL COPIES OF BOOKS/VIDEOTAPES/AUDIOCASSETTES
MCFARLIN LIBRARY RESERVE REQUEST FORM

CHECK-OUT TIME AVAILABLE:
2 Hrs., 24 Hrs.
3 Days, 1 Week

INSTRUCTOR’S NAME:  _____________________________________________

PHONE EXTENSION:  _______________________________________________

E-MAIL ADDRESS:  _________________________________________________

COURSE:  _________________________________________________________

COURSE NUMBER:  ________________________________________________

SEMESTER:  _______________________________________________________

DATE RECEIVED:  __________________________________________________

The Library does not assume responsibility for personal materials which are placed on Reserve.  Books will be sent to you through
campus mail at the end of the semester.  Videotapes/Audiocassettes must be picked up from Reserve at the end of the semester.
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Placing Personal Books/Videotapes/Audiocassettes on Reserve

1. To allow time for processing, submit Reserve requests on the appropriate form (see other side) at least
five working days prior to class assignments.  Requests are date-stamped when received and processed
in order of receipt.

2. Personal copies of books will be barcoded on the back cover.  Personal copies must be identified by the
instructor’s signature inside the front cover of the book.  The Library assumes no responsibility for
personal materials which are placed on Reserve.

**Copies of the Copyright Code, the “Model Policy Concerning College and University Photo-
copying for Classroom, Research and Library Reserve Use,” (American Library Association,
1982) and related materials are available at the Circulation Desk.


