October 2019
To all teaching staff responsible for undergraduates
Head Librarian, Kwansei Gakuin University Library
Selection of Reserved Books (Request)
At the University Library, we have instituted a reserved books system as a service to provide students with books and materials related to their classes. Under this system, the texts selected by teachers are arranged in areas, such as corners for reserved books, when classes commence on each campus. Accordingly, we would like to ask that you make this system known to students in your classes.
Note that reserved books are managed according to a yearly budget, and must be reserved each year.
We will contact you at the end of the fiscal year with information on the numbers of books that have been lent during the year.
1. Reserved books
Reserved books are those books that teaching staff recommend their students read with regard to their classes (for undergraduate lecture courses). Please select books appropriate for reports and seminars etc. However, textbooks, workbooks, and materials used in classes are not applicable for selection.

It may take up to one month from submission of the Reserved Book Selection Form until the distribution of books and documents. We recommend that you complete the application process as quickly as possible so that we are able to provide the requested books and/or documents on time.
2. Selection methods
①Reserving selected books and documents

1) You can submit a request online .

・Access to the following web page and fill in the form. 

　　　　URL: https://library.kwansei.ac.jp/other/reserved
2) Reply with the attached file

・Reply to: shitei-tosyo@kwansei.ac.jp
・Please download and email the same number of Reserved Book Selection Forms as the number of titles of designated books and documents you wish to reserve. 

URL: http://www.kwansei.ac.jp/a_affairs/a_affairs_000884.html
②Re-designating books and documents

When re-designating books and/or documents reserved for the previous fiscal year or before, a new Reserved Book Selection Form need not be submitted. Please send a mail to the aforementioned email address in such a case as well.

3. Notices of Distribution
Teachers will be contacted via internal university e-mail when reserved books are distributed. After receiving such notification, please inform your students that the books have been distributed.
The Library Internal Operations Section will contact you where requested books or documents cannot be obtained because they are out of print or out of stock. If you require alternative books or documents, please contact the Library Internal Operations Section..
[Inquiries]
	■Nishinomiya Uegahara Campus
	■Nishinomiya Seiwa Campus
	■ Kobe-Sanda Campus

	Library Internal Operations Section
	Seiwa Campus Library
	Library and Media Center

	Phone: 0798-54-6121
	Phone: 0798-54-6508
	Phone: 079-565-7593

	(internal extension: 61+30914)
	(internal extension:66+2213)
	(internal extension:62+2123)


