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Instructor Name: 
 
Course Number (e.g., HIST 1001):   
 

 eReserve              

Submission Form
Date: 
 

 
 

Please complete this form by providing a full citation for each item to be placed on electronic reserve. You may 
submit a course syllabus or reading list with full citations in lieu of this form. Additional copies of this form can be 
downloaded at: https://www.lib.umn.edu/services/reserves 

Accompanying the completed form, please also submit:   
• Clean photocopies of the materials for scanning into PDF format. Clean refers to the absence of black 

bars, dark gutters, and other marks on the page. NOTE: the cleaner the copy, the smaller the file size for 
downloading. AND/OR: 

• PDF files of scanned materials or other types of electronic files (Word, PowerPoint, Excel, etc.). Files may 
be submitted through email, or delivered on a flash drive or CD. 

• Complete bibliographic citations for materials available through a licensed online resource (such as 
JSTOR).  eReserve staff create persistent links to the articles rather than post electronic files.  You do not 
need to submit copies of these readings, but DO make sure they are clearly marked on the submission 
form or in the syllabus, with full citations. 

ALSO: 

• Notice of Copyright for each document (see the third page following for more information).  

eReserve is available to ALL academic programs. Leave materials off at any library convenient to you. 

Contact Information: 

Primary Contact: 

 
Address:                                         
Wilson Library eReserve               Phone: 
110 Wilson Library                      (612) 624-3321 
309 19th Ave S.                             E-mail: 
Minneapolis, MN 55455             wilsrsv@umn.edu 
 

For Health Science Libraries: 

 
Address: 
Bio-Med Library Reserve                    Phone: 
278B Diehl Hall                                  (612) 626-5967 
505 Essex St. SE                                  E-mail: 
Minneapolis, MN  55455                  biomrsv@umn.edu 

 
Department: 
 

Date: 
 

Instructor’s E-mail: 
  

Phone: 
 

Alternative Contact Person: 
 

Email/Phone: 
 

Provide a link to instructor’s e-mail address on eReserve page? Yes:    No:    

How would you like your documents listed in the eReserve directory?  

 Chronologically according to an instructor-supplied syllabus or the order of the citations on this form 

 Alphabetically by the document author last name 

eReserve requests can generally be processed within 24 hours except during periods of unusually high 
activity prior to and early in the semester. In these cases, eReserve staff prioritize the work queue based on the 
due dates provided.  
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Instructor Name: 
 
Course Number (e.g., HIST 1001):   

 
 

eReserve              

Submission Form
Date:  
 

 
 

Please complete as much information as possible in the space provided below. 

Author of article/book chapter 

Title of book/journal 

Vol. #, Issue #, and date of publication 

Page numbers 

URL (if electronic resource) 

Date needed by 

 
 
 
 
 
 

I have determined that Fair Use applies for this material:   Yes:          No:      If No, copyright permission will be required. 

Author of article/book chapter 

Title of book/journal 

Vol. #, Issue #, and date of publication 

Page numbers 

URL (if electronic resource) 

Date needed by 

 
 
 
 
 
 

I have determined that Fair Use applies for this material:   Yes:          No:      If No, copyright permission will be required. 

Author of article/book chapter 

Title of book/journal 

Vol. #, Issue #, and date of publication 

Page numbers 

URL (if electronic resource) 

Date needed by 

 
 
 
 
 
 

I have determined that Fair Use applies for this material:   Yes:          No:      If No, copyright permission will be required. 

Author of article/book chapter 

Title of book/journal 

Vol. #, Issue #, and date of publication 

Page numbers 

URL (if electronic resource) 

Date needed by 

 
 
 
 
 
 

I have determined that Fair Use applies for this material:   Yes:          No:      If No, copyright permission will be required. 

Author of article/book chapter 

Title of book/journal 

Vol. #, Issue #, and date of publication 

Page numbers 

URL (if electronic resource) 

Date needed by 

 
 
 
 
 
 

I have determined that Fair Use applies for this material:   Yes:          No:      If No, copyright permission will be required. 
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eReserve Document  

Copyright Information 

Notice of Copyright 
Include a copy of the Notice of Copyright page associated with the copied document 
(in accordance with the 1998 Digital Millennium Copyright Act). In books, the Notice of 
Copyright is typically found on the verso of the title page. For articles, the Notice may 
be found on the article’s title page, but it is often printed near the journal issue’s table 
of contents. Typically, the Notice of Copyright will appear something like this: 

 © 1999 The Modern Language Association of America 

Copyright Permission 

Materials are made available for course reserves under four common conditions: 

• Materials are in the public domain, 
• Materials will be used with permission from the copyright holder, 
• Materials will be used under the provisions of a contract or license agreement, or 
• Materials will be used under the provision of Fair Use (U.S. Copyright Act, 17 U.S. 

Code Section 107), as outlined in the Classroom Guidelines or as determined 
using a case-by-case four-factor analysis 

Instructors are responsible for evaluating, on a case-by-case basis, whether the use of a 
copyrighted work requires permission or qualifies as fair use. When permissions are 
needed, instructors or their departments are expected to make any required 
arrangements. University Libraries will provide consultation and assistance to instructors 
in qualifying any specific use as fair use. 
 
Please note: For eReserve access to materials from the Harvard Business Review, 
copyright clearance is REQUIRED. 

Course Restriction 

Electronic reserve courses require course-level password authentication. 
Distribution of the password is limited to students enrolled in the course. Password 
protection creates a secure environment for access to copyrighted works that allows 
University Libraries to make materials available to students under the provisions of fair 
use. Limiting access to students who are registered in your class helps assure that 
materials are used only for educational purposes and minimizes any impact on the 
market for the original work.  This restriction is essential to a good faith assertion of fair 
use in electronic reserves service. 

Documents To Be Made Available through eReserve 

When filling out the submission form, please provide complete citations of the material 
to be placed on reserve and the date by which they will be needed. In the event of a 
processing backlog, the date of the assignment will help ensure that materials are 
ready for students when needed. Early in the semester, the due date for readings may 
take priority over the submission date. 
 
If an electronic resource of an article is available via a licensed on-line resource such as 
JSTOR or Academic Search Premier and the license permits course reserve use, we will 
generate a link to the article. In these cases, photocopies will not be needed, just 
complete bibliographic citations. 
 


