
  MusicLibReserveReqform 

  02/14/08 

Reserve Request Form 
Please complete form and place in the „reserves‟ box along with reserve items.   

 

Course Number:________  Course Name: ______________________________________                                                                   
Faculty Name:                                                                   Date: _________________ 
E-mail Address                                                                  Ext.:_____________________                     

    
- Library owned items will be listed under their call number, and personal items will have a unique alpha numeric call number assigned to them. Reserves are 
searchable on Leo from any networked computer, including the Reserves terminal in the Music Library.  Please announce to your students they should indicate the 
items are “On Reserve” when requesting.  All requests subject to copyright regulations. 

 

Print items (scores, books, photocopies, journals, 
and websites)  
 Media Reserves on other side  

                                         Please allow 5 working days for processing. 

 
White boxes required                   Gray boxes optional       
 

 

Author 

 

 

Title 

 

   Call No.,  

    url, or personal 

 

Make 
Available 
Online? 

√ 

 
Pages 
If 
applicable 

 

Place Item 

On Reserve 

Shelf? 

√ 

 
 
Staff space 

       

       

       

       

       

       

       

       

       

       

       

       

       

       
 



  MusicLibReserveReqform 

  02/14/08 

Please complete box on other side of form and place in the „reserves‟ box along with reserve items, if applicable 

 

Media items (Audio, video, etc.)  
Print Reserves on other side   

 
 Unless you check “this perf. only,” online listening will be selected from classical.com or other online resources before digitizing our 

own materials 

 Each track requires a separate line.  Please no inclusive entries such as “tracks 1-9”  
 Please allow 5 working days for processing. 

 

White boxes required                                                         Gray boxes optional 

 
Composer / 

Artist    

(required) 

 

        
           Title 

             or 

 Refer to disc notes √ 
 
(required) 

   

 This  

performance 

   only? 

 

  √ 

 
  Call No. or       

  Disc title 

     Or 

     url 

 

   
Disc 
  No. 
(Multi- 
 Disc’ 

 Sets 

 Only)  

 

 
Track 
No. 

 
Put item on  
Reserve        
shelf? 

      

  √       

 
 
Staff space 

        
        
        
        
        
        
        
        
        
        
        
        
        
        
        
        
        

 


