Tusculum University Thomas J. Garland Library
Greeneville Campus

Reserve Request Form

Please complete a Reserve Request Form and return it to the Circulation Desk along with each separate item to be placed on Reserve. If you submit more than one item, use a form for each.  Materials cannot be processed if a completed form(s) is not included with item(s) to be placed on Reserve.

Please provide no more than two (2) copies of the photocopied items, one stapled for reading in the library, and one with a paper clip for making copies. No two-sided copies please.  Processing time is 48 hours before assigned student use.
*Note:  The library is not responsible for the security of any personal items you choose to place on Reserve.  

Please print

Professor’s Name__________________________________________________________________
Course Number______________________    Course Title__________________________________

Title of Reserve (book, chapter, article, video)__________________________________________________

Page number (s) (if applicable) __________________

Reserve for    _____Fall     _____Spring     _____Summer
Faculty Signature______________________________________   Date_________________________

TU Campus Box #__________________________________TU Phone #________________________

Materials may stay on Reserve for the length of time indicated above.  We ask that you pick up your materials at the end of the last block utilized, or they will be returned via campus mail.

Copyright Waiver:  I assume full responsibility for compliance with the copyright law regarding any reproduced material that I have submitted to be placed on Reserve.  Information on copyright can be found at <http://library.tusculum.edu/links/copyright.htm>.                                               
Faculty signature__________________________________ Date________________
====================================================================================

For Library use only:
Date received______________

Date completed______________

Staff member______________


