TEXTBOOK REQUEST
 PROCEDURES
Enclosed is a copy of the textbook request procedures. Each campus is asked to follow these guidelines when requesting materials be sent to a campus from the Textbook Warehouse.

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

Textbook Request Procedures

The following are procedures to be used when requesting materials from the Textbook Warehouse.

Reasons a campus might request materials from the Textbook Warehouse:

· New Student
· New Teacher
· Lost materials need replacing
· New Adoption
· Replacement of incorrect book sent to the campus

If your campus has a need to request materials please follow the steps below:
1. Campus staff must communicate to the campus textbook coordinator their need for materials from the Textbook Warehouse.
2. The campus textbook coordinator must verify with staff how many students are enrolled in the class and how many of the needed materials are on campus.  The Textbook Warehouse cannot send items to the campus without verifying TEA eligibility.  Campuses having a surplus must find the extra titles.  
3. Elementary campuses need to fill out the requisition form.  The completed form needs to be sent to Wallace Elliott for his review.  Please include the following information, Book Code #, Grade, Count, and Title.  After reviewing the request, Wallace will either fill the request or return it to the campus for more information.  For Book Code #’s, reference the Textbook Book Code list sent to all textbook coordinators.  Only the campus principal or the campus textbook coordinator may submit this requisition form.  

4. Secondary campuses need to complete the request on the TBInv software system.  Only the campus principal or the campus textbook coordinator may submit this request.  Please complete the following: 
· Click on Transfer

· Click on New

· Verify “From” is district and “To” is your campus

· Click “Special before filling in the requested amount if you are asking for more than eligibility allows

· Fill in Book and Quantity

· Exit when complete

5. When the Textbook Warehouse receives the request they will verify eligibility in TBInv, the district automated inventory system. 

6. If TBInv indicates the requesting campus already has the maximum number of books allowed for their current enrollment (as indicated by PEIMS data), the Textbook Warehouse will communicate this information to the campus.  The campus textbook coordinator will then need to look for the materials on their campus.

7. A Textbook Warehouse staff member will email the campus indicating which items the campus is eligible for and a planned delivery date.

8. When materials are delivered to the campus the campus textbook coordinator, or a designated staff member, needs to be available to help count in the materials.  Any discrepancy in the item count should be resolved between the campus staff member and the person delivering the order.  Any shortage or discrepancy should be clearly noted on the textbook requisition form.  This count is important because it will be charged to the campus inventory. 

9. Before the staff member delivering the materials leaves the campus, the paperwork must be signed by both the designated campus staff member and the delivery staff member.  A copy will be provided to the designated campus staff member.  This copy should be filed in the campus textbook binder.  The delivery staff member will also provide a copy to the Textbook Warehouse for their files.

10. Secondary campuses need to receive the order in the TBInv software program.  Under the transfer section of the program please click on the Book Transfer ID and click Edit. Fill in the received amount of the book code.
11. When the Textbook Warehouse receives the requisition form for return materials, a Textbook Warehouse staff member will call the campus to coordinate a pick up date.  These materials need to be properly boxed by campus staff.  Materials which are not properly boxed will not be picked up.

Once eligibility is checked the order will be filled as completely and swiftly as possible.
If TEA says P.I.S.D. has the allotted amount of a title but there are none in the Textbook Warehouse, surplus must be found from other campuses.  This could potentially cause delayed deliveries.  Campuses must not stockpile extra titles on their campus for future students.
Any requisitions that cannot be filled due to lack of materials in the Textbook Warehouse will be placed in a “Back Order” file.  The Textbook Warehouse staff will look at other campus inventories to see if there is a surplus.  The Textbook Warehouse staff will try to fill the needs of one campus with the surplus from another campus.  Campuses which have a surplus of any given materials will be emailed to have materials ready for pick up.  If your campus received such an email please have the titles ready as quickly as possible.  Campuses should use the Textbook Return Procedure to expedite this quickly.
