Returning Teacher Ancillary Materials
Teacher editions and ancillary materials are the property of Keller ISD and surplus materials are to be returned to the warehouse upon request from the DIRS.
When returning teacher edition or ancillary materials to the warehouse, all materials must be included; if items are missing, campus will be invoiced for missing materials, payment or missing materials are due in seven days of receipt of invoice.
Reasons a campus might return teaching materials:
· Surplus
· Wrong materials
· Damaged in shipping
Procedures to return teacher materials:
· Campus IM coordinator places return surplus adjustment in Tipweb, box up the materials, print off a copy of the adjustment and place inside the box (marking it packing list enclosed) and marking all boxes with campus initials and box number. Example FES 1 of 5. 
· For Math, Science, and ELA bundles (grades K-5) IM coordinator will print off return list and verify materials to be returned by signing and dating form
Campus IM coordinator e-mails DIRS the location and number of boxes to be returned 
· Warehouse verifies title and quantities returned and completes out the adjustment in Tipweb, signs the adjustment and returns the colored copy to the campus.
· Credit will not be given for incomplete student editions, teacher editions or teacher ancillary packages. 
· Warehouse will verify all teacher ancillary packages / bundles upon receipt and will notify DIRS of any missing items. Campus will receive an invoice for the missing materials, either the materials or payment is due within seven days of receipt of invoice unless other arrangements have been made PRIOR to the due date.
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