Please Print Clearly:  

FCC Library Reserve Request

FCC Library Reserve Request

	Date/Time Request Received

	

	Date Processed for Circulation

	


Instructor Name________________________________________________ Department _________________________


        First                                                 Last
Campus Phone______________ or Ext. __________       Campus Office Room# /Pkg. Delivery____________________
Email Address _________________________________@fresnocitycollege.edu   *Off-Campus Phone












  (adjunct) ________________________
Course Subject / Number ______________________________________ (as listed in class schedule, example: Eng 1A)
Semester(s):  FORMCHECKBOX 
 Fall _______  FORMCHECKBOX 
 Spring _______  FORMCHECKBOX 
 Sum. _______   ______________________       Item(s) Owned By:  FORMCHECKBOX 
 Instructor  FORMCHECKBOX 
 Division  FORMCHECKBOX 
 FCC Library
(Check all that apply)         Year                               Year                              Year            Date you will retrieve item
	
	
	
	
	
	Office Use Only

	Author / Title
	Edition
	No. of Copies
	Select Loan Period
	Process
For Security
	Book I.D. No.
Library Barcode
	Call No.
	Replacement Cost

	
	
	
	 FORMCHECKBOX 
   2 hours

 FORMCHECKBOX 
   2 hours/
       overnight

 FORMCHECKBOX 
   24 hours

Other ______
	 FORMCHECKBOX 
    Yes

 FORMCHECKBOX 
     No

(stamp, sensor, cover etc.)                
	3867000
	
	

	
	
	
	 FORMCHECKBOX 
   2 hours

 FORMCHECKBOX 
   2 hours/

       overnight

 FORMCHECKBOX 
  24 hours 

Other______
	 FORMCHECKBOX 
    Yes

 FORMCHECKBOX 
     No

stamp, sensor, cover etc.)                                
	3867000
	
	

	
	
	
	 FORMCHECKBOX 
   2 hours

 FORMCHECKBOX 
   2 hours/       

       overnight

 FORMCHECKBOX 
  24 hours  

Other______
	 FORMCHECKBOX 
    Yes

 FORMCHECKBOX 
     No

stamp, sensor, cover etc.)                                
	3867000
	
	


Notes: __________________________________________________________________________________________________________________

Missing | Overdue | Damaged | Returned to owner on _____________ date.            
No. of Circulations ________________________________
Statement of Responsibility for Items Placed on Reserve:

Please read the following and sign below to request to have items placed in the Fresno City College Library reserve circulation collection:

1. To place item(s) on reserve circulation, complete both sides of this form.  Deliver item(s) and one form for each course to the Reserve Desk in the library   Periodical Room.  All instructions must be in writing or telephone the Reserve Department at ext. 8165.

2. Zon the reverse side, please select from one of the following available loan periods:
a. 2 hours – library use only, not renewable.
b. 2 hours/overnight:  On patron request, item is checked out overnight one hour before the library closes. 

                                        Item must be returned the next business day before 9:00 AM, and item is not renewable.
c. 24 hours, or one full day from hour of checkout (item is taken out of the library by patron), and item is not renewable.
Note:  Any time an item is checked out overnight or for 24 hours, there is a great risk that the item will not be returned.
Note:  Students will be charged for overdue items @ $5.00 per day including immediately following a late “2-hour” checkout, and daily thereafter up          
     to the value of the item.

3. All items submitted for reserve will be processed to make them compatible with the library’s security and circulation system. All procedures for loss prevention of FCC Library items apply to personal items placed on reserve; therefore the FCC Library will assume no responsibility for loss or damage to any items placed on Instructor Reserve.  Processing consists of stamping in ink the “Fresno City College Library” stamp and adding labels and a security strip with clear tape. Items not processed are at a greater risk for loss, but if you do not want personal items stamped and labeled, please check “No” in the Process box on the other side of this form. 

4. Please allow up to 72 hours for processing, and up to one week at the beginning of each semester. Requests will be processed in the order received. 
5. It is the instructor's responsibility to be in compliance with current copyright regulations for any item submitted for reserve circulation.  
6. Instructors are responsible to pick up the item at the end of the term of use.
7. Instructor signature required before item can be placed on Reserve Circulation:


Signature: ________________________________________________________ Date:  _________________
RETURN ITEM TO YOU when removed from circulation? ____________________________________

Thank you for your help and cooperation in completing this form.
Contact: Theresa Delaney 442-4600, Ext. 8165
Email: theresa.delaney@fresnocitycollege.edu   Fresno City College Library 
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Please Read Policies and Info. on Reverse Side.  Your Signature is Required.
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