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Library E-Reserve Request
[Please use separate form for each Reserve item]
Contact: Angelina Brea, Angelina.Brea@lehman.cuny.edu, 718-960-8081
Instructor Name _____________________________ Department _____________________________________ 

Work Phone _______________ _________________ E-mail  ________________________________________
Course Number __________ Section Number ____________ Course Title _____________________________
	Effective Date:  From _________ to ________ Expiration
	Approximately how many Students will access item? ____

	Journal Article

	Book Title:

	Article Title:

	Author:

	Volume:  
	Pages: 
	Issue:  
	Date:

	Book Chapter

	Book Title: 
	Author:

	Article Title:  
	Author:  

	Edition:  
	Pages:  
	Publisher:    
	Year:   

	Instructor’s Original Material

	Title:
	Date:


	Journal Article

	Book Title:

	Article Title:

	Author:

	Volume:  
	Pages: 
	Issue: 
	Date: 

	Book Chapter

	Book Title: 
	Author:

	Article Title:  
	Author:  

	Edition:  
	Pages:  
	Publisher:   
	Year:

	Instructor’s Original Material

	Title:
	Date:


The Library has an electronic reserve system [ERes].  All photocopied material will be scanned and available on the Web.  In accordance with Copyright law, we must enforce a few procedures to implement this system.

As a result, we provide access to these materials for up to one semester under the Fair Use provisions of the Copyright Law [Title 17 U.S. Code].  Therefore, the instructor must seek permission from the copyright holder through the Copyright Clearance Center [CCC] and pay the required fees to have the document posted on our website.  After the initial semester, if the instructor wishes to place this same material on ERes again, they must again seek permission from the copyright holder. 

Permission to post documents will usually result in some cost.  Although every attempt will be made to accommodate this request with available resources, the faculty member should be aware the Library is not financially accountable.

Please note the following basic guidelines:

(1) Please limit Reserve materials to small excerpts.  An article or book chapter is appropriate.  If you require large portions of a book or the entire work, it will not be accepted since it does not comply with Fair Use requirements – unless permission is granted by the publisher.

(2) Instructors must supply full Citations for the original material – or we will not accept them.
(3) If instructors wish to post student work to our electronic reserve system, they must obtain written permission from the student and give the student credit for their work.

(4) Please allow one week after submission for item processing.  More time may be required at beginning of each semester. 
Photocopies supplied by the instructor will be returned by intercampus mail after the expiration date.

Copyright Release Waiver

The purpose of this statement is to protect Lehman College and Library staff from liability related to copyrighted material.  

By signing this statement, the faculty member accepts all responsibility for placing listed items on Reserve.

I, ____________________________________ [ faculty member], state that I have reviewed the above policies and am aware of the Copyright Law [Title 17 U.S. Code] concerning Fair Use.
AGREED TO AND ACCEPTED:
___________________________
Signature

___________________________

Print Name

___________________________

Date
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