
LIBRARY RESERVE LIST 
 

Complete this form to place material on reserve.  See page 2 (reverse side) of this form for details concerning reserve policies. 
If you complete this form online, please print the completed form and forward it, along with your reserve materials, to the Circulation/Reserve Department. 
 
Date: 
 

Instructor:   Address/Phone# Course Name/Number:

Please check off the semesters for which you 
plan to use the material. 
 
Material will be removed from reserve following 
the last semester checked. 

Material will be used: 
o _______ weeks 
o Fall     ________ (yr) 
o Spring ________ (yr) 

o Summer Session  1   2   3   4   __________ (yr)
 o Notes to Reserve Staff:  _______________________________ 

___________________________________________________ 
___________________________________________________ 
 

 
Location 
Indicate Personal 
Copy or location, 
i.e., Stacks, Gov. 
Docs, Reserve 

Author 
First author only 

Title 
Title of book or article.  If not a book, please 
enter title exactly as it is given to students. 
 
If you are submitting copies, please read and 
sign pg. 2 (reverse side) of this form. 

Type of Reserve 
Enter the number of copies 
 
                   2-hr.          2-hr. &       
Elec-           in lib.        over- 
tronic          only          night           1-day         3-day          7-day 

Call Number 
Numbers will be assigned 
by Reserve staff for personal 
copies and photocopies. 

         
 

 

          
 

          
 

          
 

          
 

          
 

          
 

          
 

          
 

          
 

          
 

 



RESERVE INFORMATION FOR FACULTY 
 
 

Please call the Reserve Department (x3542) or contact Jenny Klucarich at 
reserve@uwrf.edu if you have questions or need assistance.  
 
BOOKS – Complete the form, supplying the location, author, title 
and call number.  If a particular edition is needed, note the number 
after the title.  Reference books may not be placed on reserve.  The 
library will assign call numbers and place labels on personal books. 
 
EXAMS and other course-related material – You may submit an 
electronic or paper copy of these materials.  All faculty-produced 
course related material will be placed on electronic reserve; one 
paper copy will be made available for 2-hr. in library use only. 
 
PERSONAL PROPERTY – Instructors may place personal copies 
of books, videos, articles, reports, papers, pamphlets, etc. on reserve.  
The library is not liable for theft, damage, or mutilation of personal 
copies placed on reserve. 
 
PERMANENT RESERVE – Books and non-print media may be 
purchased for permanent reserve utilizing the reserve materials 
budget.  Orders should be placed well in advance of when they are 
needed.  Contact the Library Reserve Department for reserve 
material requisition forms or email orders to reserve@uwrf.edu.
 
ELECTRONIC RESERVE -  You may submit electronic or paper 
copies of materials for E-reserve.  Paper copies will be scanned into 
PDF format.  We will link to articles in online databases when 
articles are available online.   
 

COPIES – In accepting a copy (of an article or a book chapter, for 
example) for reserve, the library assumes that the copy has been 
made in compliance with the fair use provision (section 107) of the 
Copyright Law of the United States (Title 17, U.S. Code).  While 
section 107 permits the making of multiple copies for classroom use, 
the library expects that faculty have also considered the four factors 
that determine fair use: 
¾ Purpose:  the purpose and character of the use, including 

whether such use of a commercial nature or is for nonprofit 
educational purpose 

¾ Nature:  the nature of the copyrighted work 
¾ Amount:  the amount and substantiality of the portion used 

in relation to the copyrighted work as a whole 
¾ Effect:  the effect of the use upon the potential market for or 

value of the copyrighted work. 
 
It is the faculty member’s responsibility to determine whether the use 
made of a work in any particular case is fair use and in compliance 
with the law.  Please contact Valerie Malzacher (x3552 or 
valerie.i.malzacher@uwrf.edu) with questions about copyright. 
 
I have read the above and understand I am responsible for 
compliance with the Copyright Law. 
 
 
                                           (Instructor’s signature) 
 
 

mailto:reserve@uwrf.edu
mailto:valerie.i.malzacher@uwrf.edu

	Date: 
	Instructor: 
	Address/phone: 
	Course Name/number: 
	used for: 
	Fall Semester: 
	Spring Semester: 
	Summer 1: Off
	Summer 2: Off
	Summer 3: Off
	Summer 4: Off
	Summer Session year: 
	Notes: 
	Loc1: 
	Auth1: 
	Title1: 
	Elec1: 
	twohrs1: 
	twohrover1: 
	oneday1: 
	threeday1: 
	sevenday1: 
	Call Number1: 
	Loc2: 
	Auth2: 
	Title2: 
	Elec2: 
	twohrs2: 
	twohrover2: 
	oneday2: 
	threeday2: 
	sevenday2: 
	Call Number2: 
	Loc3: 
	Auth3: 
	Title3: 
	Elec3: 
	twohrs3: 
	twohrover3: 
	oneday3: 
	sevenday3: 
	Call Number3: 
	Loc4: 
	Auth4: 
	Title4: 
	Elec4: 
	twohrs4: 
	twohrover4: 
	oneday4: 
	threeday4: 
	sevenday4: 
	Call Number4: 
	Loc5: 
	Auth5: 
	Title5: 
	Elec5: 
	twohrs5: 
	twohrover5: 
	oneday5: 
	threeday5: 
	sevenday5: 
	Call Number5: 
	Loc6: 
	Auth6: 
	Title6: 
	Elec6: 
	twohrs6: 
	twohrover6: 
	oneday6: 
	threeday6: 
	sevenday6: 
	Call Number6: 
	Loc7: 
	Auth7: 
	Title7: 
	Elec7: 
	twohrs7: 
	twohrover7: 
	oneday7: 
	threeday7: 
	sevenday7: 
	Call Number7: 
	Loc8: 
	Auth8: 
	Title8: 
	Elec8: 
	twohrs8: 
	twohrover8: 
	oneday8: 
	threeday8: 
	sevenday8: 
	Call Number8: 
	Loc9: 
	Auth9: 
	Title9: 
	Elec9: 
	twohrs9: 
	twohrover9: 
	oneday9: 
	threeday9: 
	sevenday9: 
	Call Number9: 
	Loc10: 
	Auth10: 
	Title10: 
	Elec10: 
	twohrs10: 
	twohrover10: 
	oneday10: 
	threeday10: 
	sevenday10: 
	Call Number10: 
	Loc11: 
	Auth11: 
	Title11: 
	Elec11: 
	twohrs11: 
	twohrover11: 
	oneday11: 
	threeday11: 
	sevenday11: 
	Call Number11: 
	Print this Page: 
	reset: 


