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	Month
	Description

	
	· 

	August
	· Step # 3 of closing in Tipweb
· Order any additional materials as needed
· Check out materials to students and staff

	September
	· Textbook Invoice Due
· Teacher Audit Due

· Order additional materials as needed

	October
	· Order any additional materials as needed

	November
	· High schools-order for Second Semester courses 

	December
	· Mid-Year book Check
· Send out lost textbook letters to parents / guardians

	January
	· 

	February
	· 

	March
	· Workbook order Forms sent to campuses 2nd week of March
· Workbook order forms due last week of March

	April
	· Gather enrollment numbers for next year growth annual order due in June

	May
	· Workbooks arrive for following school year, verify shipment
· Collect textbooks

· Return any surplus materials

· Return any AEM (Braille or Large Print) materials to warehouse

	June
	· Complete steps 1 & 2 of closing in Tipweb
· Send out lost textbook letters to parents / guardians

· Submit textbook order for following school year for growth

· Textbook audit
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