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I. Purpose and statement of operational policy underlying the procedure.

The policy ensures that adequate text books are ordered and in stock to be available for
purchase prior to the start of classes.

1. Applicability/Scope

This policy applies to all Faculty.

III.  Process for Implementing Procedure

Bookstore if a Custom book is
needed for their class section.

: Responsibility Action Timeline
Faculty Will submit and advise the Early as Possible
Bookstore of which text books
will be needed for their class
sections.
Faculty Will submit and advise the Early as Possible

Bookstore Manager

Will expedite the order once it is
received and will stock the
bookstore with the requested text
books.

Allow two weeks for
textbook delivery.

Bookstore Manager

Will order custom books if
requested and will stock the
bookstore with the Custom

Books requested.

Allow three to four weeks
on Custom Book Orders.
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IV.  Related policies/References for more information

Administrative Services Manual.
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