
Mesa College L ibrary Course Reserve Form Date: ______________ 
 Time:   

 PLEASE ALLOW ONE WEEK FOR PROCESSING Initial:   

Instructor_______________________   Dept.______________     Course Number  
 (NOT CRN example: HIST 109) 

Phone:    □ Contract OR □ Adjunct    Campus Mailbox:   

Email Address:  □  District OR  □  Other   

• All items placed on Course Reserve will be security stripped and have a call number label and barcode applied. 
•  *USAGE: There are three borrowing period options:  

Library Use Only [LUO] –  two-hour  loan.  (This is recommended when only one copy is available.) 
Overnight Loan [OV] 
3-Day Loan [3D].  

THE LIBRARY ASSUMES NO RESPONSIBILITY FOR DAMAGE 
TO OR LOSS OF INSTRUCTOR-OWNED MATERIALS 

Please remove from Course Reserve on: 
____________________ OFFICIAL USE ONLY 

TITLE/AUTHOR $COST$ *USAGE 
(SEE ABOVE) 

BARCODE # CALL # P/L REMOVED 

       

       

       

       

       

       

       

       

       

       

 

NOTICE:  This mater ial may be protected by copyr ight law (Title 17 U.S. Code). 
I  am aware of the copyr ight law. (SEE OTHER SIDE FOR A SUMMARY OF THE LAW.) I  have 
revi ewed the mater ial to be placed on Instructor  Reserve in the Mesa College Library and I  have 
determined there is no infr ingement of the copyr ight law.  In requesting that the library house this 
mater ial, I  hereby assume full responsibility for  infr ingement of Copyr ight Law of 1976, Public 
Law 94-553, Section 107 and absolve Mesa College Library or  any of its employees from such 
responsibility. I  have read and understand the “ MESA COLLEGE LIBRARY COURSE RESERVE 
COLLECTION PROCEDURES” . 

Instructor  signature_______________________________________ Today' s Date_________________ 



 

 Copyr ight Checklist 
Below is a very basic overvi ew of permitted uses and requirements for published books and periodical 
articless. Use this checkl ist to help you determine if the print materials you are requesting to place on 

Course Reserve meet copyright guidelines. There are additional Library resources available to describe 
Copyright Guidelines in further detail. You may also check the following website: 

http://www.copyright.gov/circs/circ1.html 

Books 
 Original Book 

OR 

It is permissible to use any of the following ONLY if the “ inspiration”  for such use is so spontaneous 
that it would be unreasonable to expect a timely reply to a request for permission. 
 Photocopy of ONE chapter from a book (not to exceed 10% of the entire work) 
 Photocopy of ONE chart/graph/diagram/cartoon/picture/etc. 
 ALL photocopying must include an appropriate reference.  This can be accomplished by copying 

the page in the book where the copyright information appears, which is usually on the back of the 
title page. 

Ar ticles 
 Original Magazine/Periodical/Serial/Journal/Newspaper/etc. 

OR 

It is permissible to use any of the following ONLY if the “ inspiration”  for such use is so spontaneous 
that it would be unreasonable to expect a timely reply to a request for permission. 
 Photocopy of ONE article per work (fewer than 2,500 words) 
 Photocopy of ONE chart/graph/diagram/cartoon/picture/etc. per work 
 ALL photocopying must include an appropriate reference (e.g. author/title/date/source/etc.)  This 

can be accomplished by copying the page where the copyright information appears AND perhaps 
the table of contents. 

Questions concerning copyr ight issues regarding non-pr int mater ials may be directed to Devin Milner , 
the library’s Audiovisual Services L ibrar ian. She may be reached at 619-388-2547. 

http://www.copyright.gov/circs/circ1.html�
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