DULANEY-BROWNE LIBRARY

REQUEST FORM FOR RESERVE MATERIAL

Reserve materials are items professors place in the library for students to checkout for class assignments. The purpose of reserves is to make limited copies of required materials available to all students who will need them for a course. If you have any questions, please feel free to contact the Circulation Desk at (405) 208-5068.
· Please attach a list of all items/articles you are requesting for reserve.

· All personal copies to be placed on reserve must be submitted with this form. They will be returned to you at the end of the semester.
· The library is not responsible for lost or damaged items. 

· All photocopied reserve materials must be stapled or in separately labeled folders.
· Please submit materials and the request form at least one week before students need to use them.


Professor _____________________ Department _______________ Phone ______________
Course name and number ______________________________________________________

Date material submitted to circulation desk ________________________________________

Date material is to be removed from reserve ______________________________________

TYPE OF RESERVE:  (Check one to apply to all titles on this form)

TWO HOUR/LIBRARY USE ONLY   FORMCHECKBOX 
        ONE WEEK CHECKOUT   FORMCHECKBOX 

TWO DAY CHECKOUT   FORMCHECKBOX 
    TWO WEEK CHECKOUT   FORMCHECKBOX 
         
If one of the above reserve options does not fit your needs, please let us know so special arrangements can be made. 


OFFICE USE ONLY
Reserve List Name: ____________________________________

If no list is attached, please list titles of reserve items below:

1. _____________________________

2. _____________________________

3. _____________________________

4. _____________________________

5. _____________________________

6. ____________________________

7. ____________________________

8. ____________________________

9. ____________________________

10. ____________________________
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