REQUEST FOR LIBRARY RESERVE
Library - Northland Community & Technical College 
Complete this form and return it to the library with the items you want to place on reserve.
A form should be completed for each separate course, but multiple items for that course may be listed on the form.
Semester______________________________________________________________
Course number and title_________________________________________________
Instructor Name________________________________________________________
Instructor E-mail_______________________________________________________
Instructor Office Phone__________________________________________________
CIRCULATION OPTIONS: 
Overnight Reserve: 

The item may be taken from the library and is due at noon the next day the library is open.

Two Hour Reserve: 


The item may be checked out for two hours and cannot leave the library.

A note regarding items from your personal library: 


The library makes a diligent effort to retrieve items that are not returned on time. However, the library will not be responsible for damage or loss of personal items placed on reserve. 
Confidentiality of patron records:
Academic Policy 3210 addresses confidentiality of patron records (in accordance with stated Minnesota statutes). Normally, the library does not share circulation information with anyone other than the patron. However, if a faculty has notified their students that usage of a reserve item is being tracked, the library is willing to release this information to the faculty member. 

	ITEM
	FORMAT
	CHECKOUT

	Title of item or brief description of materials
	Book, video, photocopy, 

notes binder, tests, etc…
	Overnight (ON) or  

2 HOUR in-library use (2H)

	
	
	ON / 2H

	
	
	ON / 2H

	
	
	ON / 2H

	
	
	ON / 2H

	
	
	ON / 2H

	
	
	ON / 2H
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