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REV. 12/10/01 PAGE 1
TEXTBOOK ORDERI NG GUI DELI NES 39.0.0
GENERAL | NFORVATI ON 39.1.0
A Text books for all courses (credit and continuing education)

will be ordered by the District's coll ege bookstore vendor,
based on ternms of the vendor contract.

B. The District will provide textbook requisition reports to
the contracted vendor to facilitate the textbook ordering
process, in accordance with the schedule listed in Section
39.5.0 bel ow.

C. In accordance with the Open Records Act, the District wll
provide requisition reports to other bookstore vendors who
request this information in witing. Al efforts wll be
made to submt the reports sinultaneously to all requesting
bookst ore vendors.

CCOLLECTI ON OF | NFORVATI ON 39.2.0

A The instructional and continuing education divisions wll
determ ne the required books (titles and authors) to be used
in their respective courses.

B. The division deans will estimate the quantity of textbooks
needed, based on enrol | ment experience.

C. A Bookorder Screen Input Form may be used by the faculty and
deans to provide this infornmation to division staff for
systementry.

SYSTEM ENTRY 39.3.0

A The division staff will enter the textbook requisition
i nformation fromthe Bookorder Screen Input Form or other
expedi ent neans, into the "Bookorder"” Screen of the Student
Curricul um Application System

B. The deadline date for systementry is the |last work day
prior to the "bookstore availability dates" listed in
Section 39.5.0.
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EDI TI NG 39.4.0
A Whenever there are additions or changes to the "Bookorder”

Screen, a Textbook Requisition Audit Trail Report will be
generated by the District Conputer Services Division.

1. The District Conputer Services Division will distribute
the audit trails for the Continuing Education
Departnments to the Continuing Education Ofices.

2. The District Conputer Services Division will distribute
the audit trails for the instructional divisions to the
Vice Presidents of Instruction.

B. The Conti nuing Education Ofices and the Vice Presidents of
Instruction will distribute the audit trail report(s) to the
respective division deans and staff for verification.

C. Upon request, via a Control Run Request Form the canpus
i nstructional/continuing education divisions may obtain a
Text book Requisition Report as well as an Exception Report
whi ch details the current courses/sections that do not have
a book order record.

AVAI LABI LI TY OF REQUI SI TI ON REPORT TO BOCOKSTORES 39.5.0

A CREDI T COURSES
The District Conputer Services Division will produce a
Text book Requisition Report for availability to the
contracted and public bookstores on the foll ow ng dates:

Fall Semester  -------------- April 15
Spring Senester -------------- Cct ober 15
Summer Session  -------------- March 15

B. CONTI NUI NG EDUCATI ON COURSES
The District Conputer Services Division wll also produce a
Text book Requisition Report for Continuing Education
courses. This report will be available to the contracted and
publ i c bookstores on the follow ng dates:

Fall Senmester — -------------- July 1
Spring Semester -------------- Novenber 15
Sunmer Session  -------------- April 1
REQUESTABLE REPORTS 39.6.0

For additional reports that are available to the canpuses on a
"request - basi s", please reference the General Mnual, Requestable
Report section for Student Curricul um
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CHANGES AFTER THE | NI TI AL ORDER 39.7.0
A | f changes are nade after the initial order, a Textbook
Requi sition Audit Trail Report will be nade available to the
canmpus bookstores and ot her requesting bookstores by the
District Conputer Services Division within 48 hours after a
change has been input.
B. Such changes include, but may not necessarily be limted to
t he foll ow ng:
1. Titl e changes
2. Quantity changes
3. Cancel | ati on of a book by the Division Dean/ Conti nui ng
Educati on Dean
4. Cancel l ation of a class
5. Emer gency changes due to instructor error
6. Emer gency changes due to order entry/keying error
7. Emer gency changes due to systemfailure
8. A later text edition suggested/requested by the canpus
bookst ore manager
C. Aut hori zati ons for Changes

1. Only the Division Dean/ Continuing Educati on Dean can
aut hori ze changes to the textbook orders.

2. Al'l authorized changes nmust be entered electronically
into the "Bookorder" Screen.

3. The Text book Requisition Report and the Textbook
Requisition Audit Trail Report are the only official
means for the bookstores to order books or make changes
to existing orders.



