Workbook & Worktext order process
· DIRS will e-mail workbook order forms to appropriate IM coordinators for approved workbooks and worktexts to be offered to campuses for ordering.
· Campus IM coordinators fill in the quantity needed and e-mail back to the DIRS no later than the due date given on the order form.
· The DIRS will place workbook orders with the publishers and request May ship dates. 
· Campus IM coordinators are responsible for verifying the titles and quantities received. Any discrepancies are to be noted on the packing slip or pick ticket, a copy made and sent to the DIRS, where the DIRS will contact the publisher.
Workbooks ordered by the campuses are the responsibility of that campus and will be stored at that campus only. Workbooks ordered and not used, will be the campuses responsibility to either have the publisher pick them up or to recycle them at their campus. 
Worktexts are subject to requests of surplus to be returned to warehouse if needed for other campuses. Any unused worktexts are to be kept and used in the upcoming year.
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