Print Reserves Request Form

Course Information (fill out all fields):

	Department
	

	Course Section Number
	

	Course Name
	  

	Today’s Date:
	


Section and Instructor Information (fill in only those that apply):

	Section A

	Instructor Name
	

	Phone
	

	Email
	

	Section B

	Instructor Name
	

	Phone
	

	Email
	


	Section C

	Instructor Name
	

	Phone
	

	Email
	

	Section D

	Instructor Name
	

	Phone
	

	Email
	


Note: All instructors must have a current library account at the Allen Ginsberg Library in order to place reserves.  See the Circulation Desk for assistance.
	Select Reserve Desk Location:
(chose one)
	□ Main Campus Library    □ Paramita Desk (note Paramita desk has limited hours)




	Select Reserve Type:

(choose one)

	□ One Time Reserve (This semester only)



	
	□ Repeat Reserve: (The same instructor(s) will be teaching this class regularly and will require the same materials to be put on reserve in future semesters)

Please indicate the term(s) this course will be offered: 
□Fall

□Spring 

□Summer




	List items to be put on print reserve.  Please allow at least one week to process reserve requests.  Items which must be purchased may take up to four weeks. Please do not submit personal copies except where a library copy cannot be obtained (out of print, etc.).  Items which are currently checked out will be recalled upon the submission of this form.



	Author
	Title
	Publisher, Edition, & Publication Date
	Call Number
(Material owned by the library -see catalog)

OR -ISBN Number (Material not owned by the library will be ordered)

	Item Type: Book, DVD, CD
	Circulation Period:
(2, 4, 6, 24, or 48 hours)
	Status (Staff use only)
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