Course Reserve Instructions

UW-Whitewater Library
To ensure timely completion of your Course Reserve Request please: 

	•
	Accompany the Course Reserve Request Form for all materials

	•
	Provide clear photocopies

	•
	Include one-sided copies only (please no back-to-back copies)

	•
	Include the complete bibliographic citation on the front page of all electronic reserve items.  This does not apply to exams, syllabi, or items you have written that have not been published

	•
	Indicate the checkout period for each item (3-hour, 1 day, 3-days, 7-days, or electronic) 

	•
	Use the same title on the reserve title as you use in class and on your syllabi

	•
	Submit your request at least one week before it is needed for class

	•
	Please do not staple copies.




Please follow these copyright guidelines when submitting reserve requests:

	•
	A selection of a book (not to exceed 10%)

	•
	A single article from a journal or periodical

	•
	One short story, short essay, or short poem from a collective work

	•
	One chart, diagram, drawing, cartoon, or picture from a book, periodical or newspaper

	
	


We are not responsible for damage to personal copies placed on reserve.
In most cases articles from library databases can be directly linked to a reserves list.  If you would like an article linked to your Reserve List please provide a full citation in your request and we will construct the link. 
To comply with copyright guidelines, all course reserves will be removed at the end of each semester. 

Please see our website for further details: http://library.uww.edu/services/reserve.htm
Questions:
Erin Wetzel (472-5512)  -  reserve@uww.edu
Patricia Fragola  (472-5673)  -  fragolap@uww.edu
UW-Whitewater Library

Course Reserve Request Form

Faculty Name: 
Course Number: 

Course Name:
    Semester:  


Department Name: 
Date of Request: 

Will you be teaching this course again?
   If yes, when?             
      
Campus Phone: 
Email Address: 
  @uww.edu
Questions: Erin Wetzel (472-5512) - reserve@uww.edu  or Patricia Fragola (472-5673) - fragolap@uww.edu 
Please read “Course Reserve Instructions” on the back.”

	Priority

(List items in order of use)
	Checkout Type:

3hr, 1, 3, 7 day,

or Electronic
	Item Title

(Please enter title as it will

be given to students)
	Source Title 

For Periodicals (DO Not Abbreviate)

For Books Please include: Author,

Publisher, Date, Page #s
	Call Number

Or

Database

(If applicable)
	No. of

Copies

Placed on Reserve

	Date Needed:
	
	
	
	
	

	Staff Use:
	
	
	
	
	

	Date Needed:
	
	
	
	
	

	Staff Use:
	
	
	
	
	

	Date Needed:
	
	
	
	
	

	Staff Use:
	
	
	
	
	

	Date Needed:
	
	
	
	
	

	Staff Use:
	
	
	
	
	


Process completed:


____ E-reserve/ Scanned             Final Check / Emailed


_____ Voyager Circ. Record          _________


Date Received


Date Completed








Final Removal:


______Voyager Circ. Record     _____Cataloging


______Voyager List Header      _____ Returned


Date Removed
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