Campus annual order 
Campus IM coordinators place an annual order in Tipweb no later than the last day of June for additional IM needed for the upcoming school year based on the following information:
· Enrollment forecast
· Teachers forecast
· Course/scheduling changes
Once verification is made that a campus is eligible for the materials ordered, the order will be processed as quickly as possible by the warehouse. Any items placed on backorder will be sent to the campus once shipments from the suppliers are received and processed. 
Campus IM coordinators are responsible for verification of the titles and quantity of IM received. All discrepancies must be noted on the pick ticket and brought to the DIRS attention. A campus has 10 days from the date of the delivery to report any discrepancies. All orders that are not received in Tipweb-IM by campuses after 10 days will be automatically received by the DIRS and any discrepancies will be the cost of the campus.
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