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Reserve Material Work Order
 

 

This work order should reach the circulation desk at least one week before students receive the assignment.

Instructor      
 

Semester or term       

 

Department      
 

Course title      
 

Course number      
 

All materials will be removed from reserve at the end of the semester and returned to you.  If you wish to use the same article for reserve material another, subsequent semester, you must return the article with written proof of copyright permission.

 

Please check type of reserve preferred:

 

 FORMCHECKBOX 
 Two-hour limit in library only

 FORMCHECKBOX 
 Two-hour limit in library with overnight checkout

 FORMCHECKBOX 
 Three-day check-out

 FORMCHECKBOX 
 Other – Please specify      
 

If you are requesting a book to be put on reserve:

             FORMCHECKBOX 
 Make sure the library has a copy

             FORMCHECKBOX 
 Request we buy a copy, assuming it is still in print

             FORMCHECKBOX 
 Provide one of your own 

 

When you are putting journal articles on reserve, please send one (1) readable copy of each article.

 

Please provide the following information:

 

Author’s name      
Full title of the book, edition, and copyright date      
Or, full title of the article     
Journal name      
Volume      
Issue number      
Date      
Page numbers      
