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Pasadena City College 

Shatford Library
Circulation Services 

Instructor Reserve Form
Instructor_______________________________________Ext./Email___________________

Date On:__________ Date Off :_________

Instructor:  Please mark your preference(s)
If all the items you are putting on reserve will have the same preferences, please make that selection.

If the items will have different preferences, please use a separate form for each preference type.

(
2 hours LIBRARY USE ONLY (Default Instructor Reserve borrowing time) 
(
Other borrowing time for LIBRARY USE ONLY:  _______ (1 hour, 3 hours, etc). 

(
May circulate OVERNIGHT (return next day by closing – no renewals).
(
May circulate OVERNIGHT if checked out 2 hours before closing (return next day @ 9am).


(
May circulate for MULTIPLE DAYS:  _____________ (3 days, 7 days, etc.)  


	Course & No.
	Title
	Author
	Barcode (Staff Use)

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


                                                              OFFICE USE ONLY                                                                    Brief Bib Record (


Staff accepting items: _____________________________________________________                Tattle Tape/Stickers (


Notes:                                                                                                                           Policy & Due Date Slip (


                                                                                                                                            Instructor Emailed  (                                                                                                          


                                                                                                                                                                                Staff Notified (


                                                                                                                                                                                 List Updated (
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