
Personal Copy Reserves 
 
Please use this form when submitting personal copies for course reserves.  To request library-owned materials be placed on reserve for your 
course, e-mail or hand in a bibliography with complete citations to David MacFarland (dmacfal@library.berkeley.edu). 
 
NOTE: Do not hand in your only copy of a reading for personal copy reserves.  These items circulate and may be lost by students.  You have the 
option to designate your personal copy reserve as "Room Use Only." 
 
Instructions 
1. Fill out one form per reading if you wish the reading to circulate separately.  
2. Fill out one form for multiple readings if you wish the readings to circulate together.  
3. You need not fill out multiple forms for multiple copies.  
4. Underline the author and the title on the reading itself.  
 
Cataloging Information 
 

Your personal copy reserve will be searchable by title and course number only, so it is important that the title you assign the reading corresponds 
to the syllabus or the information you will give your students to find the article. If you do not indicate a title, we will catalogue the reading in the 
following format: First Author's Last Name, Article Title.   

Course Number: ________________ Instructor: ____________________________________________________ 
Number of Copies: ______________ Return Copies to: ______________________________________________
Title: _____________________________________________________________________________________________________
 
Circulation Information 
    

Please indicate below the circulation status of your personal copy reserve.  If you do not select an option, the default will be 2-hour loan.  
  Room Use Only 

 
  Two-Hour Loan 

 
  One-Week Loan  One-Day Loan 

 

 
    

 
 

A Note About Copyright 
 

The copyright law of the United States governs the making of photocopies or other reproductions of copyrighted material.  In accepting 
photocopies for reserve the General Library assumes that the copy or copies have been made in compliance with the Fair Use Provisions of 
Section 107 of the law.  
-------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------- 
For Office Use Only 
 

Call Number: _________________________ Title: ___________________________________________________________________ 
Course: __________ Semester: ________ Professor: ____________________________ Return Copies to: _____________________ 
 

  Resoff'd Date: ____________ Initials: ______________  
  Returned Date: ____________ Initials: ______________  

 
 


