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RESERVE MEDIA 

Date Extension 

Requested by                                                                  Dept/Division 
Print

Requested by                                                                  Dept/Division 
Print

Requested by                                                                  Dept/Division 

For Offi ce Use Only

Notations

❑   Place Media on Reserve

❑   Remove Media from Reserve

Title(s)

Format
❑ Audio Cassette
❑ CD-ROM
❑ DVD
❑ Video
❑ Other

Media received 

Date

Initials

Media returned

Date

Initials

For Offi ce Use Only

For Offi ce Use Only

Other faculty/staff may check the media out while placed
on reserve in the IMC ❑ Yes ❑ No
    

Note: The IMC is not responsible for loss or damage of multimedia placed on reserve.


