	Reserve Collection Request Form – Books, DVDs, Kits
University Library
	
[image: image1.png]





	Lecturer
	
	Semester and Year Unit Taught
	

	

	Unit Code and Title
	
	Campus (Please bold)
	Broadway
	Broome
	Darlinghurst
	Fremantle


	To have your readings included in the Library Reserve Collection you need to either:

· Complete the full details for each item in the appropriate section below and send back to the Reserve Coordinator at your Library (Contact Details available at the bottom of this form); OR

· Visit the library, locate the books yourself and bring them with this form to the loans desk.  You will not need to complete the author, title, and year of publication but you will need to indicate whether an item is a Textbook, Prescribed Reading or a Recommended Reading.

Items which are not part of the Library collection can, subject the availability of funds, be purchased for the collection.  You should allow two months for the ordering, delivery and processing of new books.  You may also loan a personal copy of a book for inclusion in the Reserve collection – such items would be clearly marked as your property and would always be kept in the Closed Reserve section.  They would be returned to you upon request.




Textbooks: These will be placed in Closed Reserve

	Author
	Title
	Publication Year
	Library Call Number
	Office use only

	
	
	
	
	

	
	
	
	
	


Prescribed Reading:  These will be placed in Open Reserve

	Author
	Title
	Publication Year
	Library Call Number
	Office use only

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Recommended Reading: these will be kept in the Main Collection but will be limited to a 3 or 7 day loan (please specify your preference)

	Author
	Title
	Publication Year
	Library Call Number
	Office use only

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


PLEASE NOTE: All items in the Reserve Collection (including 3 and 7 day loans) attract late fines at the rate of $2.00 per hour per item.
	Reserve Coordinators

	Broome
	Craven
	Darlinghurst
	Galvin
	St Benedict’s
	St Teresa’s

	broomedesk@nd.edu.au 
	cravendesk@nd.edu.au
	benedictxvidesk@nd.edu.au
	galvindesk@nd.edu.au
	stbenedictsdesk@nd.edu.au
	stteresasdesk@nd.edu.au
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