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I.
Textbook Responsibilities


A.
Local Board of Trustees 


1.
Shall adopt a policy for selecting instructional materials.  Final selections must be recorded in Board minutes. Board Policy EFAA (LEGAL)



2.
Shall consider and ratify the textbook adoption committee recommendations. Board Policy EFAA (LOCAL)



3.
Shall notify the State Board of Education of the textbooks selected for the following school year from among the textbooks on the appropriate conforming or nonconforming list.



4.
Shall distribute textbooks to students in the manner that the board determines is most effective and economical.  High school materials may be distributed to middle school or junior high school students enrolled in high school classes. TEC 31.102(c); 19 TAC 66:104(k)



5.
May delegate to an employee the authority to requisition, distribute, and manage the inventory of textbooks in a manner consistent with TEC 31.104(a).

B.
Superintendent 


1.
Shall make recommendations to the Board of Trustees for appointment of a local textbook adoption committee. Board Policy EFAA (LOCAL)



2.
Shall serve or designate member of the committee to serve as chair of the textbook adoption committee and recommend committee members. Board Policy EFAA (LOCAL)



3.
In emergency cases, signs textbook administration forms and acts as interim Textbook Coordinator.


C.
District Textbook Coordinator


1.
Coordinate all textbook activity with the State of Texas Textbook Administration.



2.
Is accountable for all state adopted materials charged to the District.




3.
Accept all textbook shipments for the district and report all shipment errors and discrepancies to the appropriate depository.

4. Affix a specific number and property label to each textbook on the inside front cover.  TEC 31.104(c)



5.
Distribute all incoming textbooks to the appropriate campuses.



6.
Conduct an annual physical inventory of all currently adopted instructional materials that have been requisitioned by and delivered to the District.  The results of the inventory shall be recorded in the District's files.  19 TAC 66.107   Textbook losses are reported to the state and lost books are paid for or replaced by the district, after collecting the funds from campuses.  



7.
Requisition textbooks by completing the necessary textbook forms via the TEA EMAT online ordering system.



8.
Be responsible for all shipments of textbooks from the campus level.  (interim, and expiring-adoption)



9.
Submit funds collected from students for lost or destroyed textbooks at each school to the State Textbook Administration, or replace the books by purchasing them from the publisher or used book vendor.


D.
Student, Parent, or Guardian 


1.
Is responsible for each textbook issued to the student.  A student who fails to return all textbooks forfeits the right to free textbooks until each textbook previously issued but not returned is paid for by the student, parent, or guardian. The district or school shall allow the student to use textbooks at school during each school day.  If a textbook is not returned or paid for, the district or school may withhold the student's records. TEC  31.104(d)


2.
Keep textbooks covered at all times. TEC 31.104(c)



3.
Return textbooks to the teacher or textbook coordinator at the close of the session or when the student withdraws from school.  TEC 31.104(c)



4.
Write the student's name inside the front cover of the textbook in ink.



5.
Keep the textbook in good condition.  Any misuse of textbooks due to carelessness or neglect may be considered cause to charge the student a fine for that textbook.


E.
Teacher 


1.
Keep a record of the book number of all books issued to each student, unless textbooks are checked out directly to the student by the Campus textbook coordinator.



2.
Ensure book covers are available and textbooks are kept covered at all times.



3.
Conduct periodic textbook checks (1 per 6 weeks suggested) as directed by the Campus textbook coordinator.



4.
Notify the parent/guardian when a textbook is lost, destroyed, or damaged by a student.



5.
Return surplus books to the Campus textbook coordinator.



6.
Verify the textbook number and condition of the textbooks when the student returns them.



7.
Keep secure and in good condition all teacher materials issued. 



8.
Responsible for paying for any lost or severely damaged teacher materials.



9.
Return all books to the Campus textbook coordinator at the end of the year or end of the course (including student books checked out to the teacher).


F.
Principal/Assistant Principal 



(Campus textbook coordinator)



1.
Conduct an annual physical inventory in May of all textbooks and teacher editions.



2.
Verify annual shipment within two weeks of delivery.



2.
Maintain all textbook records and a statement of current charges.



3.
Keep all extra textbooks in a controlled access book room.



4.
Deposit all money collected from students for sales (lost and destroyed textbooks) into the campus textbook activity fund.



5.
Update membership as needed and order needed textbooks and teacher 




materials from the District Textbook Coordinator.



6.
Transfer student and teacher materials to requesting campus if a surplus is on hand.



7.
Require that a separate receipt register be kept for money collected for lost, destroyed, or damaged textbooks.



8.
Require that all textbooks be covered. TEC 31.104(c)



9.
Schedule textbook checks periodically (every 6 weeks recommended) during the school year.


          10.
Verify all textbook transactions, reporting discrepancies to the District Textbook Coordinator.

11. Within 2 weeks after the last day of school or on a date agreed upon by the campus 

Textbook coordinator and the District Textbook Coordinator complete the "Inventory Taking Worksheet" and return to the District Textbook Coordinator.

12. Order replacement textbooks for those lost by students.

13. Insure that a check is made out to Leander ISD in the amount owed for lost textbooks or in the amount accumulated in the textbook activity account.  The check should be remitted by June 15 or on a date agreed upon by the campus textbook coordinator and the district coordinator.  

II.
District Textbook Administration

A.
Campus to Campus Transfer of Textbooks
All textbooks arriving in the district are distributed to campuses.  Due to fluctuations in grade level or subject area enrollment, there may be a need for campuses to transfer books from one campus to another.  Three part "Transfer Forms" are to be used when transferring books from one campus to another.  Each campus will keep a copy of the completed form and the top copy should be sent to the District Textbook Coordinator.  This is the record that will be used to adjust campus textbook charges. 

B.
Textbook Funds
1.
Each school should have a receipt book dedicated to textbook sales.  A receipt should be issued to every student paying for a book.  This receipt should include the title of the textbook, ISBN number and the accession number if known.

 2.
When conducting the annual textbook inventory, the campus textbook coordinator should indicate on his/her inventory taking worksheet the books that are missing, the number, and the amount that has been collected.  

3.         All funds collected for textbooks should be deposited into the school's textbook activity fund.  All local activity fund textbook monies must be transferred to the district Finance office by June 15 or a date agreed upon by the campus textbook coordinator and the District Textbook Coordinator.  The campus secretary/bookkeeper should be knowledgeable in the process to be used to submit the funds to the District office.  The check should be sent to the District Textbook Coordinator who will then forward it to the Finance department.


C.
Fines



Money collected for abused books, in the form of fines, is retained by the school and deposited into the textbook activity fund to cover lost books for which the campus is unable to collect.  Textbook coordinators and teachers are encouraged to use good judgment when levying fines -- if marks are minor and can easily be erased or whited out, do it or encourage the student to do it!  The recommended fine schedule is as follows:

  

DAMAGES





% OF COST OF BOOK



1.
Torn pages





 25%



2.
Damaged cover




 25%



3.
Ink or pencil marks




Minor
  




        $1.00/page




Major






 25%



4.
Loose bindings – due to apparent abuse

 50%



5.
Minor water damage (no mildew)


 50%



6.
Missing pages





100%



7.
Obscenities - drawn or written


    
100%



8.
Damages that prevent re-issuing books





(including ANY mold or mildew)

    
100%

9.
Missing bar codes




100%



If a student pays for a book in full, he/she is entitled to keep that book! 



Worn out textbooks are sent back to the State on an annual basis.  Books that have been damaged by a student may not be sent back to the state as worn out.  Only books that have not been abused may be sent back to the state for replacement.  Do not send books that have been ruined by students back to the District Textbook Coordinator.  Do not send any books with mold or mildew back to the District Textbook Coordinator!  They must be paid for in full and thrown away.



Important note:  Occasionally there are problems with new books that do not hold up to normal use.  Typically the bindings break.  If books in use in the schools seem to have a manufacturing defect, please bring it to the attention of the District Textbook Coordinator as soon as the problem is discovered.  The District Textbook Coordinator will want to examine the book(s) personally to determine what action should be taken.  If it is determined that a manufacturing defect has caused the damage, the books should be replaced or repaired by the publisher.  Students should not be charged a fine for books that fall into this category.

D.
Catastrophic Loss



Occasionally, textbooks become unusable due to some occurrence that is out of human control.  In situations where a book is lost in a flood, house fire, or a student vomits in the book, the TEA asks the district to document the loss through submission of the proper forms and the state will remove the books from the district charges and/or replace the books.   If something like this happens on your campus, please report the loss to the District Textbook Coordinator within 30 days of the incident.  The information needed must include the date of the destruction, the reason for the claim and the number of books by title for which a claim is being made. Replacement of books is not always automatic.  Replacement will be dependent upon the type of destruction and the campus/district quota. 


E.
Textbook Selection



See Board Policy EFAA (Legal) and EFA (Local) for the adoption and selection process.

III.
Campus Textbook Administration

The principal at each campus designates a campus textbook coordinator.  Typically, the assignment is given to an assistant principal.  The District Textbook Coordinator will provide training and assistance in use of the textbook tracking software and the textbook process.  Inservice, either in a group situation or individual assistance, will be provided to all coordinators.  The District Textbook Coordinator is always available via phone or e-mail to help answer any textbook related question.

A.
Ordering Textbooks

Three factors determine how many textbooks a campus or the district is entitled: the quota for the textbook, the number of students enrolled in a grade and/or subject (membership), and the number of textbooks from the same multiple list or group code already assigned to a campus or district based on the current inventory.

Textbooks are ordered based on membership.  If the membership increases in a grade or class, you may be entitled to order more textbooks. Textbooks are ordered in mid-March for the next school year.  In elementary schools, it is necessary to re-order consumable books.  Generally, consumables are first and second grade level textbooks.  A supplemental requisition will be submitted in June, if necessary, to account for increased enrollment.  In secondary schools, pre-enrollment data is required prior to submission of an annual order for textbooks.  Membership must be updated before preparing a supplemental order, or the computer may show you are ineligible to order more textbooks.  All orders must be computer generated using the district's current inventory tracking software.  If training in how to use the software is needed, please contact the District Textbook Coordinator.



All books ordered by a campus will be received at the district level, processed (have an accession number and property stamp affixed or stamped in the front cover), and sent to the campus.



When a school pays for books at the end of the school year and that payment is reflected on their inventory, they will not automatically have those books replaced.  It is necessary to make a supplemental requisition for those books not being replaced through a used book source.  If lost books are part of a set or system, they will not be replaced.  Individual components can be ordered through the publisher.  The campus will need to submit a purchase order directly to the publisher to replace pieces of systems.  For help in obtaining pricing on components not included in the Leander ISD Textbooks, System/Textbook Components, please call the District Textbook Coordinator.   Replacement pieces should be stamped in the same manner as the system to which they will become a part of.



Because the district is experiencing growth and is opening a new campus almost every year, a process for the transfer of textbooks for the next school year has been established.  The District Textbook Coordinator, with the help of campuses involved, will work to establish the number and title of textbooks that are to be transferred to and from existing and new campuses.  This process will begin as soon as projected enrollments have been established for the next year.



1.
Membership




a.  Student

Membership is defined as the number of students enrolled in a grade and/or subject.  Grades K-6 report number of students enrolled in a grade.  Grades 7-12 report students enrolled in a subject.  The membership data is used to determine the eligibility for additional textbooks based on quotas outlined below.




b. Teacher 
The teacher membership is the total number of teachers who teach a subject. This is to include the classroom teachers and any other teacher who teaches the subject.  This total should include all special area teachers such as content mastery and resource.

c.  Bilingual 

Students identified as bilingual and enrolled in bilingual classes are entitled to bilingual textbooks.  Bilingual textbooks are defined as textbooks written in Spanish for pupils who are not proficient in English.  Bilingual students are eligible for the Spanish textbook as well as the adopted English textbook for each subject.  Therefore, when counting membership for bilingual students, count them once for bilingual membership and then once again for total membership. This insures that they are eligible for textbooks in both English and Spanish.

Teachers of bilingual classes are eligible to receive an ESL teacher edition for each grade level they teach.  ESL training is part of the bilingual curriculum, and students are eligible for student books.  Your ESL membership should include both bilingual and ESL teachers and students.



d.  Special Education

Special education students who are performing off grade level may receive textbooks at their performance level.  The student's IEP should reflect the level at which the student is functioning.  Eligible students must be included in the membership of the grade level at which they are performing. (i.e.,  A high school student performing at a 5th grade level should also be reported as a 5th grader in the membership report.)  Teacher materials may also be requested for those teachers teaching students working off grade level.



2.
Quotas



A quota is the number of books a campus or district is eligible for based on the membership.  The quota is set forth in the proclamation for which the given subjects are called.  Quotas are subject to change if the State Board of Education modifies or reduces the quotas for budgetary reasons.  Quotas are listed in the Instructional Materials Current Adoption Bulletin.  Books can be ordered up to the prescribed quota.  Remember that while your campus may qualify for books based on your membership and quota, the district may not qualify for books within that group code.  After the annual order for textbooks, please remember to request books from other campuses prior to submitting a requisition for textbooks to the District Textbook Coordinator. 




Multiple list  adoptions occur when 2 or more titles are adopted and selected for use in the same subject or group code.   In subjects with multiple list adoptions, extra books are very limited.  Please order only enough for students actually enrolled in each area.



3.
Special Populations



Students with visual handicaps are eligible for special textbooks if it is determined necessary by a local ARD committee.  These students must be verified by the annual registration through the Division of Special Education of the Texas Education Agency each January.  These students may receive modified textbooks, which include books in Braille, large type, or audiotapes.  Staff in the Special Programs department will be responsible for submitting requisitions to the District Textbook Coordinator.

Students with dyslexia may be classified under the non-label 504 or special education.  They may be eligible for some modifications.  To order special materials, it is required that there be a written modification in the student's  IEP or equivalent.  Students with dyslexia are eligible for books on tape through Recording for the Blind and Dyslexic.  It is possible that the modification could include a second set of textbooks to be kept at home.  If this happens, the campus or Special Programs department should provide the necessary books.


B.
Consumable Textbooks

Consumable textbooks are designed to be completely used and written in throughout the year.  Consumable textbooks are not to be sent with student records when a student transfers out of the district.  

With the 1999-2000 school year, Everyday Math was adopted at the elementary level.  These books are consumable from kindergarten through the fifth grade levels.  When a student transfers within the district their math consumable textbook should be transferred with them.  If a student withdraws and leaves the district, the portion of the math consumable that has not been used should be issued to a new student, when necessary.


C.
Highlighting



The highlighting of textbooks for special education students is allowed if that student's individualized education plan (IEP) calls for such modification.  Highlighted textbooks, however, can never be returned to the state textbook depository in an interim shipment.  They remain charged to the district's inventory for the remainder of the contract period and may not be reported as worn out.  The Special Programs department has purchased numerous books for this purpose.  Books purchased by Special Programs will not have an accession number or property stamp in the front cover. These books are not to be included in the annual physical inventory of textbooks.  



The State provides one free textbook for each student.  If the IEP calls for a text at school and home the campus may accommodate the request using State owned textbooks if the campus has enough in stock to assure that every student will have access to a textbook.   If the campus does not have enough of a title to comply with the request the special programs department should be notified.

D.
Textbook Security



             1.
Keep textbooks in a secure, locked book room.  Only the campus textbook coordinator and the principal should have the key.



2.
Distribution of textbooks to teachers should be documented.  This will help tremendously in maintaining an accurate campus inventory.  Forms on NCR paper work well. The teacher keeps the back copy, and the campus textbook coordinator keeps the original.  Teachers should sign off when they return books.

3.  All transactions should be recorded in the campus textbook tracking software system. 

E.  
Expired Adoptions


Textbooks for which the state contract has expired are considered out of adoption.  These out of adoption textbooks may be retained by the campus and used as resource material.  They may also be donated to students, adult education programs, and other non-profit organizations (who will not sell them).  Out of adoption textbooks may not be sold by school districts, schools, or district employees.  Any out of adoption textbooks that a campus no longer wants will be returned through the expiring adoption shipment, which occurs during the summer.  Instructions on the preparation for this shipment will be provided prior to the end of the school year.


F.
Damaged/Lost Textbooks


The dollar amount of textbooks lost each year continues to increase.  Actions against students who fail to pay for lost or damaged books, while up to each principal, would be more effective if the district could present a consistent policy.  Available actions are:



1.
The campus textbook coordinator or the team leader should keep a copy of each teacher's textbook check out list.



2.
Teachers may want to stamp their names in the textbooks next to where the student will sign them out.  Lost textbooks should be returned to teachers only.  This does not apply to campuses using a bar code distribution system.

.  



3.
Textbook coordinators and teachers should schedule several book checks per year.  Three to six checks per year aide in the accountability and help to decrease unaccountable losses.  Checks should be done through the use of the textbook inventory tracking software and teacher distribution records.  Teachers should be issued a list of what they are accountable for and provide feedback on the actual status of the books for which they are accountable. Secondary schools using a bar coding system may want to print out a list of student charges once the second semester has begun so that students are reminded of what they are accountable for.




Don't wait until the last week of school to secure textbooks.  Book checks throughout the year should help to reduce the number of losses at the end of the school year.



4.
Fines for damaged textbooks should be assessed at the time the damage is discovered.



5.
Letters should be sent to parents whose children have lost or damaged textbooks.  A sample letter is provided in the textbook inventory tracking software.  The campus can also individualize this letter.



6.
Report cards of students who fail to pay for lost or damaged textbooks can be held.  The report cards are not sent home with the students or mailed.  A note may be sent to the parent or legal guardian informing them that the student has fees that are not clear and they should come by the school to pick up the student's report card.  This is not withholding records, but an alternate delivery method for report cards.  Remind parents who fail to pay  for lost textbooks that textbooks will not be issued to the student the next year until charges are paid in full.  Parents could be requested to sign a waiver stating that their child will not be issued textbooks to take home if they choose not to pay. Campus textbook coordinators may use their discretion in reducing fees for low-income students (those who are on the free lunch program).  They may also provide a payment plan.  Fines collected for books will hopefully cover the remainder of the cost of the book.  The campus may also allow the student to work in lieu of making payment for lost books.  If this is done it is encouraged that the help provided be in the area of textbooks. 



7.
It is the goal of the district to minimize textbook losses.  All losses should be documented and every effort made to collect for all lost textbooks.  In elementary and secondary schools where textbooks are issued to teachers, each teacher should follow the campus procedure to account for textbooks issued to them.  It is the teacher’s responsibility to assure that students return textbooks. 




Campuses that issue textbooks directly to students should hold students accountable for the textbooks issued.  Every effort should be made to collect for textbooks lost by students 
8.
Prior to the beginning of a new school year, elementary and middle school campus textbook coordinators should send to the respective receiving campus, a list of 5th or 8th grade students who have outstanding textbook charges.  The receiving campus is asked to withhold issuing textbooks to the student until the fines/charges have been satisfied.  Payments should be made at the campus from which they were assessed. 



9.
Seniors should clear all fines before graduation.  Campuses have the option of refusing to allow students to participate in graduation ceremonies if fines/charges are not clear.  At the very least, diplomas may be withheld until fines/charges are satisfied.

 10. 
A bar coding system will completely remove teachers from the textbook process (with the exception of class issued sets of textbooks.)  The software for bar coding is built into the current textbook tracking software.  The only additional equipment required to move to a bar coding system are portable readers.  One reader for every eight hundred students is recommended.  If you would like to begin using a bar code process, please contact the District Textbook Coordinator. 



Currently, Leander High School is the only campus using the bar code process.  This campus significantly increased their percentage of collection in the first year using this process.  



A bar coding system is more labor intensive and at present is only recommended for use at the secondary level.  At the secondary level, textbooks should be issued during the summer just prior to school beginning.  A receipt should be issued to each student as soon as possible after school starts.



Parent volunteers, National Honor Society students and other student organizations could be asked to help in the beginning of the year process of issuing textbooks.   



There are several options available to campuses for the return and distribution of textbooks at the semester break and the end of the year.



The greatest benefit to the bar coding system is that it provides a direct link from textbook to student.  A student cannot return a book that has been issued to another student.  All books returned are accredited to the student to which they were issued. Letters can be generated to students for all textbooks not returned.

 11.
All fines should be clear for Juniors and Seniors to be exempt from their final exams.

 12.
A late fee of up to $5.00 could be charged for each textbook returned after the designated due date (the final exam day or other date designated by the campus textbook coordinator).


G.
Book Covers 


Book covers are available through the district's Distribution Center and can be ordered through the local warehouse ordering system.  They are a no cost item.  Remember to have covers available at the beginning of the school year.  



Leander ISD has an exclusive contract with Walraven Book Company Inc. for book covers. Please do not use book covers from any other source.  If you receive unsolicited book covers with advertisements on them, please give them to a neighboring private school, your extended day program for art projects, or recycle the paper.  Walraven solicits advertising from local businesses and if campuses use other book covers, local advertisers may not continue to provide the support necessary to provide us with the number of book covers we need per year. 

H.
Textbook Audits


Several campuses will be randomly audited each summer.  The District Textbook Coordinator and staff will conduct the audits.  The campus textbook coordinator will be notified several weeks in advance of the audit.  If the campus textbook coordinator leaves, an audit will be conducted.  If the building principal leaves, the new principal may request an audit.  



The campus textbook coordinator prior to the textbook audit should conduct the annual physical textbook inventory count.  The inventory count should include every state-adopted textbook, teacher edition, and system.  IT IS IMPORTANT TO REPORT OVERAGES AS WELL AS SHORTAGES!  Overages may indicate a shipping error. If one campus has an overage another campus may have a shortage. The District Textbook Coordinator will use the inventory count totals to compare with the audit numbers.  The campus textbook coordinator will be expected to provide assistance during the audit.  The findings of the audit will be compared with the inventory count.  The audit count will be used to figure campus losses.  Campuses will be given time to locate textbooks that have been identified as lost.  The campus textbook coordinator and the District Textbook Coordinator will agree upon a deadline for adjustments.


I.
Audit Protocol


Prior to the textbook audit, all textbooks at the elementary level should be located in the classroom or should be returned to the bookroom(s).  ALL books located in the classrooms should be stacked by title on top of the student lockers.  Each title should be stacked with every tenth (10th) book turned.  All stated adopted teacher editions should also be placed on top of the student lockers.  The District Textbook Coordinator should not have to search classrooms for textbooks.   Textbooks located in bookrooms should be stacked by title with every tenth (10th) book turned.  



All books at the secondary level must be returned to the bookroom(s).  Books should be stacked by title with every tenth book turned.  



If books must be stacked more than one deep, please make sure that there is an equal 



number in all rows.

Scheduled audits will be postponed if textbooks are not arranged as indicated above. The District Textbook Coordinator will reschedule the audit at a time convenient to all involved.  

TEXTBOOK ACTIVITY CALENDAR

June, July,

& August
*LISD Physical Inventory of Textbooks - Payment made to TEA for lost textbooks.

EXPIRING ADOPTION TEXTBOOKS SENT FROM DISTRICTS TO THE DEBINDING COMPANY.

ANNUAL SHIPMENTS FROM TEA ARE BEING SENT TO DISTRICTS.

SUPPLEMENTAL REQUESTS/SHIPMENT OF TEXTBOOKS BEGIN, (TEX-007).


*VERIFY SUMMER DELIVERY OF TEXTBOOKS






*SUBMIT SUPPLEMENTAL REQUISITIONS FOR TEXTBOOKS




CATASTROPHIC TEXTBOOK LOSS REPORTED AS NEEDED


 



NEW TEXTBOOK COORDINATOR ORIENTATION






TEXTBOOK PROCEDURE TRAINING


September

& October

INTERIM SHIPMENTS OF WORN-OUT AND SURPLUS-TO-QUOTA TEXTBOOKS FROM DISTRICTS TO STATE TEXTBOOK DEPOSITORY BEGIN ON OCTOBER 1, (TEX-031). (The interim shipment is for worn-out and surplus-to-quota textbooks.)


SUBMIT SUPPLEMENTAL REQUISITIONS FOR TEXTBOOKS




REPORT CATASTROPHIC TEXTBOOK LOSS


November

State Board of Education meets on the second Saturday to adopt new textbooks.

Board of Trustees must have selected Local Textbook Committees by the 1st.

DISTRICTS BEGIN RECEIVING SAMPLE TEXTBOOKS.
December

Sample textbooks must be shipped from the publishers by the 1st.

*LAST DAY TO MAKE AN INTERIM SHIPMENT IS THE 15TH.  THE STATE DESIGNATES THE DISTRICT'S SHIPPING DATE.  

January


Supplemental shipments continue.

February

Local Textbook Committees meet to finalize their recommendations for local adoption and selection.

*THE LAST DAY TO SUBMIT A TEX-007, SUPPLEMENTAL REQUISITION, IS THE 15TH.

March

Board of Trustees meets to ratify the selections of the Local Textbook Committee and complete forms TEX-001, TEX-008, and TEX-040.

DISTRICTS RECEIVE INFORMATION FOR SHIPMENT OF EXPIRING ADOPTION TITLES FROM DEPOSITORY MANAGER'S ASSOCIATION.
ANNUAL REQUISITION PREPARATION BEGINS 

*A MEETING OF CAMPUS TEXTBOOK COORDINATORS SCHEDULED TO DISCUSS ANNUAL ORDER AND END OF YEAR PROCEDURES DISCUSSION

April

*APRIL 1 IS THE DEADLINE FOR DISTRICTS TO SUBMIT ANNUAL REQUISITION.

TEX-008, LOCAL TEXTBOOK COMMITTEE REPORT

TEX-040, ANNUAL REQUISITION FOR TEXTBOOKS FOR THE VISUALLY HANDICAPPED

*CAMPUS TEXTBOOK COORDINATORS MEET TO DISCUSS END OF YEAR PROCEDURES

May

Districts submit requests for Visually Handicapped Braille Books,



(TEX-006B and TEX-035) 

*PHYSICAL INVENTORY OF TEXTBOOKS CONDUCTED BY EACH CAMPUS



*TEXTBOOK AUDITS CONDUCTED



OPTIONALCOMPUTER LAB RECONCILIATION AND CLOSE OUT OF 

  CURRENT YEAR 
* KEY DATES
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