  DAMAGED TEXTBOOK

 PROCEDURES
Enclosed is a copy of the damaged textbook return procedures. Each campus is asked to follow these guidelines when sending damaged materials back to the Textbook Warehouse.

Please call the Textbook Warehouse with any questions at ext. 21680.

Damaged Textbook Return Procedures

If you return damaged books to the textbook warehouse, please follow the steps below.

1. Campus staff must communicate to the campus textbook coordinator their need to return damaged materials to the Textbook Warehouse.  The campus textbook coordinator must verify the textbook is damaged.  A textbook with pages coming out or the spine of the book broken is considered damaged.

2. The campus textbook coordinator will fill out the on line requisition form, completing the Book Code #, Grade, Count, and Title.  The word “Damaged” needs to be written after the title of the book.

3. When the Textbook Warehouse receives the requisition form for the return materials, a Textbook Warehouse staff member will call the campus to coordinate a pick up date.  Please give the location within the building where the materials will be stored until pickup.  

4. Materials need to be properly boxed by campus staff.  Materials, which are not properly boxed, will not be picked up.  Use empty copy paper boxes to box up the books.  If you do not have copy paper boxes, you may purchase boxes from the warehouse. Please give the warehouse enough time to pull and deliver your order of boxes. Do not use other boxes.  The bottom of the boxes must be taped closed.  Tape may also be ordered through the warehouse.
5. Using a dark marker, mark the outside of the box.  The campus name needs to be marked on each side of the box.  The quantity of boxes to be returned needs to be marked on the top of each box.  Example:  Clark HS 1 of 2, Clark HS 2 of 2.   The word “Damaged” needs to be clearly written on the box.

6. A designated campus staff member will need to be at the campus at the pick up time.  

7. A copy of all paperwork needs to be filed in the campus textbook coordinator’s binder.

For larger returns the driver will not fill in an amount being returned to the Textbook Warehouse until the materials are counted at the Warehouse.  Paperwork will be sent to the school with this information.  The campus textbook coordinator will be emailed if there is a difference in the count the campus sent and the amount the Textbook Warehouse received.  Once the count has been completed the Textbook Warehouse staff will provide the campus coordinator with documenting paperwork for campus records.

If the campus is eligible for the damaged materials to be replaced, the Textbook Warehouse staff will work quickly to have them replaced.

