PRINT AND ELECTRONIC




UNIVERSITY OF TOLEDO LIBRARIES

RESERVE REQUEST LIST

      



MULFORD LIBRARY RESERVE 
1. Department Name and Course Number_________________________________________________

2. Instructor(s)_______________________________________________3. Phone________________

4. E-mail Address_______________________________ 5. Semester(s) needed __________________
I certify that this reserve request complies with the requirements of the Copyright Act (17, U.S. Code) as it applies to photocopied material. (See "Copyright Restrictions" below) 











     

Signature __________________________

7. Date sent_______________
HOW TO PUT MATERIALS ON RESERVE FOR YOUR CLASS:
· Reserve lists should be submitted at least 7 days before the class is told your material is on Reserve. 
· Use a separate Reserve List for each course. 

· All Reserve Lists are processed in order of receipt.

· If no checkout period is specified, all print reserve materials will be checked out for a 2-hour period.

· Submit print items to Janet Douglas or Katie Mihaly by dropping them off at the Library circulation desk or sending them to MS 509. Electronic reserves can be sent with a copy of this form to reserve@utnet.utoledo.edu . Requested books or photocopies must be submitted with your list.
· Reserve materials will be removed from Reserve at the end of each semester, unless a different 

date is indicated.  Personal books and audiovisual materials will be returned to your office by campus mail. Photocopies will not be returned, unless requested.

COPYRIGHT RESTRICTIONS

· To put photocopies on Reserve, you must sign the Copyright Clearance Statement above.  

· Photocopied articles, chapters, etc., may not be kept on Reserve for consecutive semesters, unless you show us the copyright holder’s written permission.

· Not all materials can be scanned for electronic reserve within the bounds of copyright law. Entire books or significant portions thereof (approximately 20% or more) will not be scanned without written permission from the copyright owner. The book itself, however, may be placed on reserve.
The Library cannot be responsible for replacing lost personal copies of books or articles, although every effort will be made to see that this does not occur.

Questions? Contact Janet Douglas (419) 530-2894 or Katie Mihaly (419) 530-4135, reserve@utnet.utoledo.edu
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