Reserve Room Submission Form
	Name(s)
	Date

	Course Name
	Course #

	Phone
	Email


Materials to be placed on Reserve:
	Title/Author/Call number: 
Please use this space to let us know what the students will be asking for when they come to the circulation desk.  This exact title/author should be reflected in your class syllabus.
	# Copies *

	Type Material:
Library Book or Video

Personal Book or Video

Photocopy

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


If you are placing your own personal books or photocopies on reserve and intend to again in the future, please request that the library purchase a copy of this material for our collection.   (This does not pertain to textbooks.)

Photocopied material must have complete bibliographic citations noted on the top page.  Photocopied materials that are unorganized and torn may be refused for submission to the reserve room -- be sure all materials are in good condition.  Documentation detailing copyright permission or letters requesting copyright permission must accompany materials submitted if you are requesting multiple copies be placed on reserve, you have used this photocopy previous to this semester or wish to put more than a brief amount of copyrighted material on reserve. 
Items should be submitted no later than two weeks before the first day of classes.   Once the semester has begun, allow at least three days for new items to be processed for reserve.
The reserve room will be emptied at the end of each semester.  Library items will be returned to the stacks and personal items should be picked up at the library circulation desk.  If you would like to have items remain on reserve for the following semester you must request this via email Reserve@smcvt.edu  during the last 30 days of the semester. 

Please consult with Mark McAteer ext. 2403, if you have any questions regarding Copyright Law compliance.


I certify that I am aware of the provisions of the Copyright Law as it relates to the usage of any personal material listed above and that these items are in compliance with this law.  In signing this statement, I accept liability for any copyright infringements that may be incurred by its existence or use.

Signature: ___________________________________________        Date: ________________________

Please make copies of this form for future use.  Thank you.  
Processed____________by ___________.
The following checklist is designed to help you review your reserve submission in hopes of avoiding any delays in availability to your students.  

· Check eJournals A-to-Z  to determine if a journal article is available electronically.
· Check the library catalog to determine if the Library owns the title and edition needed for reserve.

· Submit online request to purchase books needed for course reserves.  
· Include library call numbers with title and author on Reserve Room Submission Form.  

· Include a copy of the class syllabus and be sure article/chapter titles outlined in syllabus exactly correspond to article/chapter titles outlined on Reserve Room Submission Form.  

· A full bibliographic citation is attached or printed on the first page of each photocopy.

· A copy of the copyright permission request or permission letter is attached to each article submitted  if I have requested multiple copies be placed on reserve, have used this article during a previous semester or am placing more than a brief amount of copyrighted material on reserve.
· Reserve Room Submission Form includes the course number, and other detailed information and has been signed.
