 (
Books /
 
DVD
 / VHS
Hanging File Photocopies
)Joyner Library Reserve Request   


Please Fill Out Form Completely and Submit With Reserve Materials.

Instructor
Name:  __________________,______________ Phone:  _______________  Email:______________________
                       (Last)                           (First)				
									
COURSE
(Prefix, Number, & Section):  _____________________________________ Semester:  __________________

Material Assigned To This
Course Also:                            _____________________________________
___________________________________                                                                                                                                      _____
**Photocopies** Please provide the TITLE and AUTHOR exactly as you are telling your class. We enter this information exactly as you provide it.   You are responsible for OBTAINING and KEEPING the copyright for any copyrighted material you place on Reserve.  A good place to go to obtain copyright permission is the Copyright Clearance Center.  Visit them on the web at: www.copyright.com  or call them at:  (978) 750-8400.

1) Reserve materials are processed in the order they are received.
2) Materials may take ONE WEEK from the time they are received to the time they are available for students to view.
3) Submit form to the Joyner Library Circulation Desk   /   Reserve phone:  328-1045
4) You will be notified by email when your Reserve items have been processed.
5) All instructor’s personal copies, photocopies, and Reserve DVD/VHS are kept behind the circulation desk. All Joyner Library books are kept in the Reserve Reading Area beside the Circulation Desk. 

**Limit of 25 items per course. Limit of 4 copies of each item**
	TITLE
	AUTHOR
	CALL NUMBER
	Material
(circle one)
	Loan Period
(circle one)

	
	
	
	Book DVD/VHS
Photocopy
	3  Hour
      1 Day
           1 Week
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	3  Hour
      1 Day
           1 Week
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           1 Week

	
	
	
	Book DVD/VHS
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           1 Week

	
	
	
	Book DVD/VHS
Photocopy
	3  Hour
      1 Day
           1 Week


**More Items?  See Reverse Side**
	TITLE
	AUTHOR
	CALL NUMBER
	Material
(circle one)
	Loan Period
(circle one)
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           1 Week

	
	
	
	Book DVD/VHS
Photocopy
	3  Hour
      1 Day
           1 Week

	
	
	
	Book DVD/VHS
Photocopy
	3  Hour
      1 Day
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~~~~~~~~~~~~~~~~~~~~~~~~~~~~~     Library Use Only   ~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~
Date Received:                                                                                      Date Processed: 

Check when complete: (  ) Symphony Record Established                  (   ) Emailed Instructor    
