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KELLER INDEPENDENT SCHOOL DISTRICT

_____________________________________________________________________

350 Keller Pkwy.                                                                                                                           Cherie Crews


KELLER, TEXAS 76248                                                                                                               District Instructional

PHONE: 817-744-1092                                                                                                                 Resource Specialist                                                                                                                                  
FAX: 817-744-1262
Dear Textbook Coordinators,

Time is drawing near to the end of another school year and the beginning of the much anticipated physical textbook audit of campuses.  The campus audits will begin on June 8th and continue through June 22nd, please see attached schedule for your campus date and time.
The packet contains the following items:

CAMPUS TEXTBOOK COORDINATOR INFORMATION – This form should be completed by each textbook coordinator and returned to my office by May 10th.  

TEXTBOOK INVENTORY PROCEDURES – This page was designed to provide step by step procedures for the physical audit.
INVENTORY CONTROL FORM – This form is used to label textbooks by title and provide the inventory counts.  Each textbook title should be counted by the campus textbook coordinator as campus count, and the District Instructional Resource Specialist as the audit count. ***Inventory control sheets must be up and a count by campus must be done prior to the audit. **
Directions for Mail Merge for audit control sheets

AUDIT CALENDAR – This will have the date and time for each campuses audit.
 

As you are aware this is a huge undertaking and I thank you in advance for your assistance.  Please feel free to contact me if you should need additional assistance or have any questions.
Sincerely,
Cherie Crews







District Instructional Resource Specialist                                   
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