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Instructions for the Coursepacket Request Form 
 
Each item must be completed or your requests will be delayed. Please print or type legibly. If you submit 
more than five works for one course set, use another form and mark the top left-hand corner of each page with 
the appropriate page number. List all material citing the original source.  
 

Basic Information 
Fill in the information that pertains to all the works on this form. 
 

Date: Date the request is submitted to UBS. 
Course Name & No.: All the works you request on each form should pertain to one specific coursepacket. 

Semester/Year: The semester you would like permission to use the following materials. Requests are 
made for one-time use only. 

Instructor Name: Name of the instructor teaching the class or submitting the form, whomever should 
be contacted in the event of an out-of-print book or other issues. 

Phone: Phone number of contact person. 
Email: E-mail address of contact person. 

 

Each Work You Are Requesting 
List your requested works for this set in the blocks provided.  Use additional forms, if necessary. 
 

Book/Journal Title: Book or journal from which article or excerpt is taken. 
Author: Author, editor or translator of article or book. 

Article Title: Name of the article within a journal or chapter title of a book. 
Volume/No./ISBN: Volume and issue numbers for a periodic journal or International Standard Book 

Number (ISBN) for a published book. Month and day are required for newspaper and 
magazine permissions.  

Publisher Name: Publisher is necessary, especially if from journal or periodical, with location or phone 
number if known. 

Copyright Year: Year the publication was most recently copyrighted, usually preceded by the © 
symbol. 

Page Numbers: Exact page range to be copied. If you have multiple page ranges from the same 
work please list all.  Number of pages determeines availability and sometimes price 
of permission from the publisher.  Requests to reprint cannot be sent to a publisher 
without page numbers. 

 
 
If you have any questions regarding copyrighted works to be included in a Coursepacket, 
please contact Heather Dean, Courseworks Buyer, 294-0237, E-mail: hdean@iastate.edu. 
 
Thank you for having your custom course materials produced at the University Book Store.  
We appreciate the opportuntiy to help make your course the best it can be for you and your 
students! 
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