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FAX COVER SHEET FOR DOCUMENT DELIVERY OFFICE REQUESTS 
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To ensure accuracy, please print clearly and fill in all fields. 

 

Name:  (Last)___________________________ (First)________________________(Middle Initial)____ 

 

 

Status (Circle one):  Faculty/ Staff/ Graduate / Undergraduate                 Center: _______________________ 

 

 

Mailing Address: ______________________________________________________________________ 

 

 

City:_________________________________________  State:___________ Zip Code ________  

 

 

Email address:____________________________  Day time phone number:  (____) ____-______  ext. _____ 

 

 

Course Abbreviation: _____ - _____     Not Needed After Date: ___/___/___   Campus ID#  _________ 

 

How do you wish to receive these articles from us?   Electronically ____   Via US Mail ____ 

 
Faculty, students and staff are allowed to order 50 journal articles and/or books per week, per class. However, only 20 

requests will be taken over the phone. Requests of more than 20 items must be faxed or e-mailed. Currently available 

items will be sent to you within 24 - 48 hours.  PLEASE NOTE:  MAIL IS NOT PROCESSED ON SATURDAY 

AND SUNDAY. 

 

If we receive a fax and it is unreadable due to poor transmission etc., OCLS will contact you to ask for a retransmission. 

 
WARNING CONCERNING COPYRIGHT RESTRICTIONS: 

The copyright law of the United States (Title 17, Untied States Code) governs the making of photocopies or other reproductions of copyrighted 

material.  Under certain conditions specified in the law, libraries and archives are authorized to furnish a photocopy or other reproduction.  One of 

these specified conditions is that the photocopy/reproduction is not to be “used for any purpose other than private study, scholarship, or research.”  If 

a user makes a request for, or later uses, a photocopy or reproduction for purposes in excess of fair use, that user may be liable for copyright 

infringement.  This institution reserves the right to refuse to accept a copying order if, in its judgement, fulfillment of the order would involve 

violation of copyright law. 
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IMPORTANT 

 
Information needed when communicating* with the OCLS Document Delivery Office: 

 

 Your name and complete mailing address 

 Email address 

 Daytime phone number 

 CMU Student ID number 

 Status (graduate/undergrad/faculty) 

 Course(s) in which you are currently enrolled (e.g. EDU 776, MSA 685) 

 Center where you take your classes 

 Date after which you will no longer need the material 

 

*(via phone, fax, email, or WWW request form) 

 

 

 

When ordering Journal Articles,   When ordering ERIC Unpublished Reports, 

include:      include: 

_____ Last name of the first author   _____ Author (if listed) 

_____ Journal title       _____ ED number (for EJ numbers, see 

_____ Article title      references for journal articles) 

_____ Volume number    _____ Title of the report 

_____ Issue number     _____ Year of publication 

_____ Month/Day/Year of publication 

_____ Pages of article 

 

When ordering Books, include: 

_____ Authors name with first name or initials 

_____ Complete title of the book (include any 

           subtitles)                 Email: oclibsvc@cmich.edu 

_____ Edition and year of publication              Phone: 1-800-274-3838 

_____ Name of the publisher    Toll free fax: 1-877-329-6257 

Web request form at: 
When ordering Newspaper Articles,             http://www.ddill.cmich.edu/illiad/logon.html 

include: 

_____ Name of the Newspaper 

_____ Title of article 

_____ Section, column and page numbers 

_____ Month/Day/Year of publication   

_____Author (if listed) 

FOR LIBRARIAN ASSISTANCE  

Call TOLL-FREE 1-800-274-3838 

 

Reference librarians are available:  

Monday - Wednesday 8:00 a.m.-9:00 p.m. 

Thursday-Friday 8:00 a.m.-5:00 p.m. 

Sunday 1 p.m.-6:00 p.m. 
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