NEW JERSEY INSTITUTE OF TECHNOLOGY

INTEROFFICE MEMORANDUM

To: THE FACULTY
Date:  November 1, 2006

From:  YACIE ENOS
Subject: RESERVES

              CIRCULATION DEPT.

The library wishes to remind all the faculty members that books and other materials may be placed on reserve for their classes. A copy of the reserve form is attached. Complete this form and return it to the library at your earliest convenience. In order to ensure good service for all, we ask that the following be observed.
1.
Limit for items on reserve:  20
2.
Please include the following information:
 a.
Course number, title and section.

b.
Instructor’s name.

c.
Borrowing period (for example:  use-in-library only, 2hour limit for use-in-library, 1 day loan).



  d. 
ALL PHOTOCOPIED MATERIAL MUST BE IN A BINDER OR NOTEBOOK


(no open folders please)
3. Please notify the library before the assignment is given to classes to allow for sufficient processing time.
4. Please note that personal items submitted for reserve will be processed with labels and tape for library use.

4. Processing time will depend on the availability of items placed on reserve.  Please allow 1-2 days.

If you have any questions concerning this procedure, please contact the Circulation Dept., at ext. 6371. Thank you very much for your cooperation.

