	Hong Kong Baptist University Library

	Reserve Request Form

	Circulation & ILL Section
Tel: 3411 2719     Fax: 3411 7372      Email: creserve@hkbu.edu.hk

	Name of Teaching Staff
	
	(Prof./Dr./Mr./Mrs./Ms./Miss)
	

	Tel./Ext.
	
	E-mail
	
	
	For Office Use

	Department
	
	Course Code
	
	
	 Received Date
	
	

	Course Title
	
	
	 Page
	
	

	Loan Period
	2   /   24   /   48 hours
	(Please choose one)
	
	
	
	

	Duration
	1st  / 2nd  / both / every 1st / every 2nd / every 1st & 2nd semester(s)
	(Please choose one)
	
	
	
	

	
	
	
	
	
	


** The Library will mail back all reserve materials to you after the reservation period unless we receive your specific instruction that you will collect the materials yourself. **
	Call Number
	Author
	Title of Book/Article

(Please provide journal title, vol., issue, year,        page no. & URL link if applicable)
	Book
	Article
	Remarks

	
	
	
	Library Book
	Personal Book
	Reserve
	E-Reserve
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


I understand that the listed reserve materials can be accessed by any eligible HKBU library user.
I have read the Sections 41A, 47 & 48 of The Copyright Ordinance (Cap. 528, Laws of Hong Kong) and understand that it is my sole responsibility to obtain the necessary copyright clearance (if there is any) before depositing the listed materials in the Reserve Collection of the Library.
I declare that copyright clearance for all those photocopied materials on the form, if necessary, has been done so accordingly.
Signature of Teaching Staff________________________

Date __________________________
NOTE:
(1)
During the peak season, it will take about 5 working days for processing your request.

         (2)
Without your signature on this form, the Library will not be able to process your photocopied reserve materials.
(3)
 All electronic reserve materials will be withdrawn at the end of each academic year.
Hong Kong Baptist University Library

Submission Checklist for Reserve Materials

	

	

	Please check the following before submitting the reserve request(s):


	(
Fill in ALL required information on the Reserve Request Form e.g., journal/book title, volume/issue, year and page number of the photocopies of article/book chapter, etc.


	(
NO multiple articles from one journal issue*


	· NO multiple book chapters from one book*



	(
NO more than 10% of the number of pages of a book*


	

	* Except for copyright cleared materials



















P. 2

