Reserve Forms


RESERVE MATERIALS FORM

College of Alameda Library/Reserves

Instructors: Please use this form to place any materials on reserve.  If you need to send a student assistant to the library, please first fill out this form and have the student bring it, along with the material, to the library.  The library now has automated circulation and an electronic catalog called PEARL.  The information you provide is necessary for the new computer system and will help us provide better service in Reserves for you and your students.

Remember that you can provide extra copies of any required books to be used in Reserves.  You may also provide any other materials, such as syllabi or other pamphlets materials.  Be sure to specify if the material is to be donated (permanently added to the Library’s collections) or just loaned for a specified number of semesters.

Please contact Reserves (Ext. #2122, or #2253) to withdraw or keep materials on reserve after the semester’s use.  Unclaimed & unused materials will be withdrawn from Reserves after two years.  The Library, however, reserves the right to review all materials added to the permanent collection.  Audio Visual materials should be taken to the second floor Audio Visual Center.

TO EXPIDITE PROCESSING PLEASE PROVIDE COMPLETE INFORMATION & CONTACT INFORMATION


Date of request __________________________________________

Instr.  Name & Request__________________________________________________________

CLASS (Name & Code) __________________________________________________________

Dept., Ext./EMAIL _______________________________________. 

P.T Instr. Alternative ph.#_________________________________


Book ____
Pamphlet ____
Other_________


Title (Please use a short and exact title you will use in class)

Include Author or Editor, Edition or year of publication


____________________________________________________________________



____________________________________________________________________

How long to be kept on Reserve? (Ex. One or two semesters, or up to two years) 

____________________________________________________________________

Loan_________________ (Library will return book to instr. after withdrawing from Reserves)




Donation (Gift)_________________________  Library purchase _____________________

Materials received by & date:

 ____________________________________________________________________

DH Sparks

4/23/2008

