
	UHD Library Course Reserves Request Form
A) Submit this completed form with your reserve materials to the UHD Library Circulation Desk.

B) If submitting form electronically, save the document as: last name – reserves.doc and email it to libraryreserves@uhd.edu. Send reserve material either by mail or in-person. Your course reserve list will be created when we receive both the form and materials. 


	Please enter the date & time you submitted your reserve form: Date:      Time:     

	
	Indicate semester (only ONE semester can be checked)

 FORMCHECKBOX 
 Fall       FORMCHECKBOX 
 Spring       FORMCHECKBOX 
 Summer I       FORMCHECKBOX 
 Summer 9 Week       FORMCHECKBOX 
 Summer II

	     
	     
	     
	     

	(Last Name)
	(First Name)
	(Extension)
	(Rm./Office No)

	     
	     
	     

	(Course Name)
	(Course Number) e.g. ENG 1111
	(Department)

	
UHD Library Material: Items to be placed on course reserves available from the UHD Library (UHD Library owns these)

	Author
	Title
	Subtitle (indicate title of chapter or article if using excerpts)
	Make available electronically?
	Material Type
	Check-out period 

	     
	     
	     
	 FORMCHECKBOX 

	     
	 FORMCHECKBOX 
1 hr     FORMCHECKBOX 
2 hr     FORMCHECKBOX 
3hr

 FORMCHECKBOX 
1 day   FORMCHECKBOX 
3day

	     
	     
	     
	 FORMCHECKBOX 

	     
	 FORMCHECKBOX 
1 hr     FORMCHECKBOX 
2 hr     FORMCHECKBOX 
3hr

 FORMCHECKBOX 
1 day   FORMCHECKBOX 
3day

	     
	     
	     
	 FORMCHECKBOX 

	     
	 FORMCHECKBOX 
1 hr     FORMCHECKBOX 
2 hr     FORMCHECKBOX 
3hr

 FORMCHECKBOX 
1 day   FORMCHECKBOX 
3day

	     
	     
	     
	 FORMCHECKBOX 

	     
	 FORMCHECKBOX 
1 hr     FORMCHECKBOX 
2 hr     FORMCHECKBOX 
3hr

 FORMCHECKBOX 
1 day   FORMCHECKBOX 
3day

	     
	     
	     
	 FORMCHECKBOX 

	     
	 FORMCHECKBOX 
1 hr     FORMCHECKBOX 
2 hr     FORMCHECKBOX 
3hr

 FORMCHECKBOX 
1 day   FORMCHECKBOX 
3day

	
Instructor Owned Material: Items to be placed on course reserves from Instructor’s personal library

	Author
	Title
	Subtitle (indicate title of chapter or article if using excerpts)
	Make available electronically?
	Material Type
	Check-out period 

	     
	     
	     
	 FORMCHECKBOX 

	     
	 FORMCHECKBOX 
1 hr     FORMCHECKBOX 
2 hr     FORMCHECKBOX 
3hr

 FORMCHECKBOX 
1 day   FORMCHECKBOX 
3day

	     
	     
	     
	 FORMCHECKBOX 

	     
	 FORMCHECKBOX 
1 hr     FORMCHECKBOX 
2 hr     FORMCHECKBOX 
3hr

 FORMCHECKBOX 
1 day   FORMCHECKBOX 
3day

	     
	     
	     
	 FORMCHECKBOX 

	     
	 FORMCHECKBOX 
1 hr     FORMCHECKBOX 
2 hr     FORMCHECKBOX 
3hr

 FORMCHECKBOX 
1 day   FORMCHECKBOX 
3day

	     
	     
	     
	 FORMCHECKBOX 

	     
	 FORMCHECKBOX 
1 hr     FORMCHECKBOX 
2 hr     FORMCHECKBOX 
3hr

 FORMCHECKBOX 
1 day   FORMCHECKBOX 
3day

	     
	     
	     
	 FORMCHECKBOX 

	     
	 FORMCHECKBOX 
1 hr     FORMCHECKBOX 
2 hr     FORMCHECKBOX 
3hr

 FORMCHECKBOX 
1 day   FORMCHECKBOX 
3day

	ATTENTION – Please read if submitting personal items:

 FORMCHECKBOX 
 By checking this box I verify that I own a copy of any material submitted to the UHD Library Course Reserve system from my personal library.  If I am submitting copies from journals or books I verify that I own a personal copy of those original sources.

	Submit this Reserves Request Form to the UHD Library Circulation staff to begin your course reserves! If you have questions please contact the Circulation desk at (713) 221- 8186. If you have specific questions regarding electronic reserves please contact our Electronic Reserves staff at (713) 221-7931.


