Instructional Materials Audit Procedures
· Materials audited for 2015-2016 will be Student editions and EVI (Large print & Braille) ONLY.
· A separate electronic audit for Teacher Editions will be sent; campuses will fill in counts and submit to district, they will not be audited by the district.
· Complementary copies need to stay in classrooms or stored in a different location
· Inventory Control forms need to be posted, one for each title prior to audit with all information filled in including campus counts. If forms are not posted with counts, the audit will be rescheduled once forms are posted. Directions for using Mail Merge to auto fill in control sheets is attached.
· All textbooks should be located in one area, if in multiple locations please keep all grade levels and/or titles together.
· Lockers, student and teacher desks, cabinets, closets, store rooms, etc. should be checked for additional books prior to audit.
· [bookmark: _GoBack]Student books on shelf need to be with 5 spines in and 5 spines out, on the floor-groups of 10 or 20.
· Do not store textbooks with similar covers together (ex. English and Spanish of same title)
· Credit will only be given for complete sets (for multiple volumes, Large Print, and Braille sets).
· Invoices are generated within 3 weeks of the end of audits and are due Mid-September, campuses will need to e-mail the District Instructional Resource Specialist weekly of any books that have been found or turned in. (Please include title of book and quantity found/turned in), campus inventory will be updated and a new invoice will be sent.

