
 

 
Course Reserve Request 

Circulation Services, University Library 
 

 
Reserve materials (print, electronic, and media) will be processed as they are received. Please allow 5 
working days for staff to process items. Please bring one copy of any articles. 
 
Department:  ______________________________  Date:  _____________  Rec’d By:  ___________________ 

Instructor:  _____________________________________________  Phone No(s):  _______________________ 

Course Abbreviation & Number: _________________________  Start Date: ________   End Date: _________ 

Course Title:  ___________________________________  Email: ____________________________________ 

Loan Period   

___2 Hours/Building Use Only   ___1 Day          ___3 Days                  ___1 Week 

Please provide complete citation information so that students will have needed info for bibliographies 

Call No./ 
Personal 

 
Complete Citation  

Type of 
Material 

(paper, media, etc.) 

 
Load 

Period 

Number 
of 

Copies 

 
Return/Discard 

      

      

      

      

 
Electronic Reserves:  Articles will be placed on Electronic Reserve for remote access unless otherwise 
specified. For more information on Electronic Reserves see Guidelines for Electronic Reserves at 
http://www.southalabama.edu/univlib/info/ereserveguidelines.htm
 
Web form for Course Reserve Requests: http://www.southalabama.edu/univlib/forms/reserve.html
 
Special Instructions: ___________________________________________________________________ 

 
For questions or comments, contact us at 460-7028 for Circulation and 460-7029 for Media Center. 
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Call No./ 
Personal 

 
Complete Citation  

Type of 
Material 

(paper, media, etc.) 

 
Load 

Period 

Number 
of 

Copies 

 
Return/Discard 

      

      

      

      

      

      

 
Special Instructions:  ___________________________________________________________________ 

 ___________________________________________________________________ 

Note: The University Library and the Instructional Media Center are not responsible for lost or stolen items 
placed on reserve that belong to the instructor.  
 
An inventory of your Course Reserve Material is recommended each semester. We want to help you keep your 
Reserve Files as current as possible. Since Reserve Books/Media are in closed stacks with limited charge-out 
periods, they are not readily available to all library users. Please help us make them available by canceling 
Course Reserve Materials when they are no longer required for your class(es). 
 
COPYRIGHT RESTRICTIONS 
 
The library will only fulfill requests where the instructor acknowledges, by signing below, that (s)he has 
read and complies with this copyright restriction. 
 
The copyright law of the United States (Title 17, United States Code) governs the making of photocopies or 
other reproductions of copyrighted material. Under certain conditions specified in the law, libraries and archives 
are authorized to furnish a photocopy or other reproduction. One of these specified conditions is that the 
photocopy or other reproduction is not to be "used for any purpose other than private study, scholarship, or 
research." If a user makes a request for, or later uses, a photocopy or reproduction for purposes in excess of "fair 
use," that user may be liable for copyright infringement. This institution reserves the right to refuse to accept a 
copying order if, in its judgment, fulfillment of the order would involve violation of copyright. 
 
Instructor’s Signature:  _________________________________________  Date:  ___________________ 
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