                                    Course Reserve Form

 This form must accompany all material being brought down and placed on Course    Reserve at the Circulation Desk.  Please complete an entire form for each item.  Multiple copies need only be accompanied by one form. 

 Items which are not a part of the library’s collection and not bound should be fastened within a manila folder with title and professor clearly labeled.   Multiple copies should be placed in individual folders – one copy to a folder.  Titles of multiple copies should also include copy number.

 Items which are not a part of the library’s collection will be returned to the professor’s office and/or the contact person at the end of the semester.  Items which are a part of the library’s collection will be returned to the shelves unless special instructions (below) indicate otherwise.

Date:__________________________

For which professor? ___________________________________________________

For which class? _______________________________________________________

For which semester? ____________________________________________________

Title of material: _______________________________________________________

______________________________________________________________________

Special instructions (if any) :______________________________________________

______________________________________________________________________

Who to contact: ________________________________________________________

Contact phone:  ________________________  

         If you have any questions, please call the Circulation Desk at 305-284-3563

