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Faculty Library Reserves Request
 

Send completed form by Campus Mail to Case Circulation or Cooley Science Library 
 

Request for     Case Library     Cooley Science Library                    Semester/Year ____________ 
 
Instructor’s Name ________________________      Signature _______________________________   
 
Course ________________________________       Number of Students Registered/Expected _____ 
 
Please note that faculty submitting library reserves requests must: 
• Provide full bibliographic citations for all materials submitted. 
• Submit photocopy of articles or book chapters to be placed on electronic reserves, except for articles available online through the 

Colgate Libraries’ Journal Finder.  
• Evaluate the need to seek copyright permission for each item and indicate the copyright status of each item submitted for library 

reserves. See Copyright Compliance below or www.exlibris.edu/reserves for information about copyright. 
• Seek copyright permission when necessary and arrange for payment of required fees. The Libraries do not provide funds for this. 
• Inform library reserves staff if the faculty member elects not to pay a required copyright permission fee or if permission is denied.  
• Submit reserves materials in a timely fashion to ensure availability when needed by students.  After all initial submissions for a 

semester have been processed, staff are normally able to make reserve items available to students within two business days of 
submission.  Early in the semester, processing time is dependent upon the volume of work and may be longer. 

   

Complete Bibliographic Citation  
 
 
 
 
 
 
 
Check one:   Electronic reserves (For most articles & chapters, subject to copyright restrictions. See Copyright Compliance 
below.)      
      Hard copy 2-hour or 4-hour reserves (for most books, journal issues, CDs, DVDs)     Hard copy 24-hour     Hard copy 3-day
Copyright Compliance.  Must check one.   

 Journal article available electronically via Colgate Libraries’ Journal Finder. 

 

 1st time fair use: Journal article, book chapter, short story, or short poem not used in a previous offering of this course by this 
instructor. Law limits to one article per journal issue, one chapter/story or 10% of a book, or one short poem from a publication.  

 Public Domain (Generally pre-1923 publication or U.S. Govt. Document) 
 Instructor is the author and has not assigned copyright to a publisher or other party. 
 Freely accessible Web page to be linked.  Please include URL above 
 Other journal article. Copyright permission has been requested and has not been denied. Date requested _____________ 

                                                                                                                                                                                                                                      

Book, journal issue, CD, DVD, or other physical item to be placed on hard-copy reserve.  No copying or digitization required:      
 Library owns       Personal copy               Note: Items borrowed from another library or rented can not be placed on reserve. 

Complete Bibliographic Citation 
 
 
 
 
 
 
 
 
Check one:   Electronic reserves (For most articles & chapters, subject to copyright restrictions. See Copyright Compliance 
below.)      

 Hard copy 2-hour reserves (for most books, journal issues, CDs, DVDs)        Hard copy 3-day 
Copyright Compliance.  Must check one.   

 Journal article available electronically via Colgate Libraries’ Journal Finder. 

 

 1st time fair use: Journal article, book chapter, short story, or short poem not used in a previous offering of this course by this 
instructor. Law limits to one article per journal issue, one chapter/story or 10% of a book, or one short poem from a publication.  

 Public Domain (Generally pre-1923 publication or U.S. Govt. Document) 
 Instructor is the author and has not assigned copyright to a publisher or other party. 
 Freely accessible Web page to be linked.  Please include URL above 
 Other journal article. Copyright permission has been requested and has not been denied. Date requested _____________ 

                                                                                                                                                                                                                                      

Book, journal issue, CD, DVD, or other physical item to be placed on hard-copy reserve.  No copying or digitization required:      
 Library owns       Personal copy               Note: Items borrowed from another library or rented can not be placed on reserve. 

http://www.exlibris.edu/reserves
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Complete Bibliographic Citation 
 
 
 
 
 
 
Check one:   Electronic reserves (For most articles & chapters, subject to copyright restrictions. See Copyright Compliance 
below.)      

 Hard copy 2-hour reserves (for most books, journal issues, CDs, DVDs)        Hard copy 3-day 
Copyright Compliance.  Must check one.   

 Journal article available electronically via Colgate Libraries’ Journal Finder. 

 

 1st time fair use: Journal article, book chapter, short story, or short poem not used in a previous offering of this course by this 
instructor. Law limits to one article per journal issue, one chapter/story or 10% of a book, or one short poem from a publication.  

 Public Domain (Generally pre-1923 publication or U.S. Govt. Document) 
 Instructor is the author and has not assigned copyright to a publisher or other party. 
 Freely accessible Web page to be linked.  Please include URL above 
 Other journal article. Copyright permission has been requested for this semester and has not been denied.  

                                                                                                                                                                                                                                      

Book, journal issue, sound/video recording, or other physical item for hard-copy reserve.  No copying/ or digitization required:      
 Library owns       Personal copy               Note: Items borrowed from another library or rented can not be placed on reserve. 

Complete Bibliographic Citation 
 
 
 
 
 
 
Check one:   Electronic reserves (For most articles & chapters, subject to copyright restrictions. See Copyright Compliance 
below.)      

 Hard copy 2-hour reserves (for most books, journal issues, CDs, DVDs)        Hard copy 3-day 
Copyright Compliance.  Must check one.   

 Journal article available electronically via Colgate Libraries’ Journal Finder. 

 

 1st time fair use: Journal article, book chapter, short story, or short poem not used in a previous offering of this course by this 
instructor. Law limits to one article per journal issue, one chapter/story or 10% of a book, or one short poem from a publication.  

 Public Domain (Generally pre-1923 publication or U.S. Govt. Document) 
 Instructor is the author and has not assigned copyright to a publisher or other party. 
 Freely accessible Web page to be linked.  Please include URL above 
 Other journal article. Copyright permission has been requested for this semester and has not been denied.  

                                                                                                                                                                                                                                      

Book, journal issue, sound/video recording, or other physical item for hard-copy reserve.  No copying/ or digitization required:      
 Library owns       Personal copy               Note: Items borrowed from another library or rented can not be placed on reserve. 

Complete Bibliographic Citation 
 
 
 
 
 
 
Check one:   Electronic reserves (For most articles & chapters, subject to copyright restrictions. See Copyright Compliance 
below.)      

 Hard copy 2-hour reserves (for most books, journal issues, CDs, DVDs)        Hard copy 3-day 
Copyright Compliance.  Must check one.   

 Journal article available electronically via Colgate Libraries’ Journal Finder. 

 

 1st time fair use: Journal article, book chapter, short story, or short poem not used in a previous offering of this course by this 
instructor. Law limits to one article per journal issue, one chapter/story or 10% of a book, or one short poem from a publication.  

 Public Domain (Generally pre-1923 publication or U.S. Govt. Document) 
 Instructor is the author and has not assigned copyright to a publisher or other party. 
 Freely accessible Web page to be linked.  Please include URL above 
 Other journal article. Copyright permission has been requested for this semester and has not been denied.  

                                                                                                                                                                                                                                      

Book, journal issue, sound/video recording, or other physical item for hard-copy reserve.  No copying/ or digitization required:      
 Library owns       Personal copy               Note: Items borrowed from another library or rented can not be placed on reserve. 

 

Copy and attach additional pages as needed. 
See www.exlibris.edu/reserves for policy and copyright information, help 

requesting permissions, online forms, and a copy of this form. 

http://www.exlibris.edu/reserves

