Growth IM Orders
Additional IM orders need to be placed for the following:
· Enrollment change
· Teacher change
· Scheduling change
· Materials requested by teachers for ancillary items.
· Replacing lost or damaged materials
Procedures for placing addition IM orders:
· Campus IM coordinator places approved order in Tipweb for materials. 
· DIRS verifies the eligibility of the requested materials.
· Once approved the warehouse will fill the order as completely and quickly as possible. Any back order items will be sent to the campuses once they have received and processed the items from the suppliers.
· Orders that do not meet the eligibility, the DIRS will call or e-mail campus for additional information. If the eligibility for additional materials is not met, the campus will need to locate the books on their campus.
· If the textbook warehouse does not have the quantity needed to fill order the DIRS will locate surplus materials in the district or order from TEA or publisher.
· The campus IM coordinators are responsible for verifying the titles and quantities received. Any discrepancies must be noted on the pick ticket and brought to the DIRS attention. Campuses have 10 days from the date of the delivery to report any discrepancies.
· Campus IM coordinators will complete the order in Tipweb upon receipt of the ordered items. 
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