
 

FACULTY RESERVE REQUEST FORM 

 
 

This form is only for printed material items to be held at the circulation desk. If you have any questions 

on printed material reserves, please contact Cass Capen-Housley at 964-0588. If you have any 

multimedia items please submit the following online form: 

http://musiclab.atu.edu/FacultyReserveRequests.htm  

Reserves will be processed as a priority, but please allow at least 48 hours – excluding weekends – as 

the Faculty Handbook states.  

Date of Submission: _______________________________________________________________________  

Instructor’s Name:  _______________________________________________________________________  

E-mail Address:  _______________________________________________________________________  

Campus Address:  _______________________________________________________________________  

Phone: ________________________________  Department: _______________________________  

Course Information  

Course Name:  __________________________________________________________________________  

Course Number: ________________________  Semester: __________________________________  

Removal: *All personal items will be mailed back via campus mail.  

___________  Remove at the end of the semester  

___________  Remove on the date specified: ______________________________________________  

I, ____________________________________  understand that the ATU Library will not be held 

responsible for lost or damaged materials that are my personal property.  

PLEASE FILL OUT THE INFORMATION ON THE REVERSE SIDE OF THIS PAGE  

http://musiclab.atu.edu/FacultyReserveRequests.htm


Item Information  
Library Materials 

Please provide the author and title of each item you want to reserve. For personal copies, please 

mark an “X” in the appropriate column. Please indicate one loan period for each item.  

Available loan periods are:  A.  Two hour in-library use only  

 B.  Two hour outside library use  

 C.  24 hour reserve  

 D.  Three day reserve  

 E.  One week reserve  

Personal Copy  
(Mark “X” if yes) 

# of 
Copies  

Author  
(if applicable)  

Title (this should be what you 
tell your student to ask us for) 

Loan Period  

     

     

     

     

     

     

     

     

     

     

 
NOTICE: WARNING CONCERNING 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 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 law.  

 

STATEMENT OF COPYRIGHT COMPLIANCE 

Submission of this form signifies that I have read and am familiar with the Copyright Revision Act of 1976. 

Submission of this form also indicates that I accept full responsibility in complying with the provision of the 

Copyright Revision Act of 1976 that governs the fair use of photocopied materials for educational purposes. 


