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This manual has been prepared to serve as a guide for those assigned to  textbook management responsibilities.  It is also intended as a reference for the school administrator in organizing and administering the school textbook program.  


This publication is a key to standard procedures for requisitioning new books, for accounting for textbooks on hand in the schools, for processing books to be issued to teachers and to pupils; for transferring books between schools, for returning usable books to the Textbook Department; and for discarding worn-out or obsolete textbooks.

Because of variations in individual school situations, there will, if necessary, always be variations and adaptations to certain procedures.  In preparing this handbook, we recognized this fact, but we also recognize that some procedures must be standardized if schools are to operate efficiently and effectively.

The material presented herein is designed to permit some degree of flexibility in operation.  At the same time, it stresses consistency in the procedures where standardization is desirable.

We appreciate all the time and effort which goes into this monumental task, and welcome your input, questions, or concerns.
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I. General Information:

A.
Assistance from Textbook Department:

For assistance and information pertaining to textbooks and other

related materials, telephone 858-3670.

B.
Suggested Duties Performed by the Textbook Managers in the School:


1.
Receives, unpacks and verifies count of textbook shipments;




reports overages and shortages.  

2.
Stamps school name and number in each book only after shipment is verified correct.

3.
Issues textbooks to the teachers and/or students and maintains accurate records of this procedure.

4.
Maintains files and records.

5.
Collects payments and issues receipts for all lost and damaged textbooks as directed by the principal.

6.
Sends check for money collected for lost and damaged instructional materials to the Textbook Department.

7.
Issues textbook refunds.

8.
Submits reports as required by the Textbook Department.

9.
Compiles a complete inventory of textbooks and other instructional materials each year.

10.
Prepares instructional materials pick-up requests. 

11.
Orients new teachers and staff regarding textbook procedures. 

12.
Returns lost textbooks to teachers and students. 

13.
Arranges transfer of textbooks between schools. 

14. Prepares and submits accurate requisitions.

15.
Checks textbook records of students withdrawing and/or graduating from school for clearance.

16.
Receives and checks textbooks and other instructional materials returned by teachers at the close of each semester as well as at the end of the school year.

17.
Checks teacher textbook records at the close of each year for clearance. 

18.
Formulates strict procedures for assigning instructional materials for summer school and maintains accurate records of these procedures.

C.
Standard Printed Forms and Documents:

1.
Annual Textbook Inventory form. (See appendix #1)

2.
Duval County Public School State Adoption Instructional Materials Requisition form. (See appendix #2)

3.
Transfer of Textbooks Between Schools form. (See appendix #3)

4. Transfer of Surplus Textbooks form to #3003 (See appendix #4)

5. Lost and Damaged Instructional Materials Report form. (See appendix #5)

6. SAP Quick Reference Guide (See appendix  #6)

7. Sample letter to be sent to parents for collections of lost and damaged instructional materials (See appendix #7)

8. State Statutes (See appendix #8)

9. Board Policies (See appendix #9)


D. Textbook Definitions:


1.
On-Adoption Instructional Materials: Those instructional materials that are currently under contract on the state adopted list.



2.
County Adopted Instructional Materials: Those instructional materials that are approved for use by the district in specific subject areas.  These materials may or may not be state-adopted.


3.
Off-Adoption Instructional Materials:
Instructional materials that were under contract on the state adopted list for a specific period of time and whose contract has expired.


4.
Surplus Instructional Materials:
Instructional materials on-adoption that are no longer needed in a school.  


5.
Discarded Instructional Materials: Instructional materials that are off-adoption and are no longer being used or any instructional materials that are damaged beyond repair.


6.
Textbook Manager: The person designated by the principal to handle instructional materials in the school.

II.
Requisitioning Instructional Materials on Duval County School Board State Adopted Instructional Materials Requisition form:


A.
Instructions for Preparing Requisitions for Instructional Materials 



1.
Before ordering instructional materials, the current inventory should be consulted as to the number of specific titles on hand.  After comparing the inventory figures and the enrollment, only the needed number of texts should be ordered.

2. Use a Duval County School Board State-Adopted Instructional Materials Requisition form.  A supply of requisitions will be furnished each year, as well as on disk.

3. Please include the teacher’s edition in the space below the

instructional materials (student edition) order on the same requisition.  Please note symbols in Florida School Book Depository catalog for the number of Teacher’s Edition furnished free.

4. 5100, 5200, and 5300 items are not to be included on the same requisition. A separate requisition form should be  filled out for each Function.



5.
Requisitions sent to Textbook Office must be typed or printed.


B.
Instructions for Submitting Requisitions are as Follows: 



(See appendix #2)



1.
Responsibility Center/School Name – Use four digits before the




name of the school.




Example: #3086 Terry Parker High School 

2.       Date – Example: June 15, 2002  should be (06/15/02)



3.
Function – 


5100 (Basic Education)

5200 (Exceptional Student Education)





5300 (Vocational Education)

4.
Object – 522 is for State-Adopted requisitions and 523 is for books coming directly from the vendor.

5. RC/Sch. No.  – Responsibility Center/School Number

6. Title – The title of the book or materials ordered.  

Do not use series title.

7. Key No. – The official number found in the Florida School Book Depository catalog.

8. Qty. – Give the quantity requested.

9. Unit Price – Give the cost of each item found in the Florida School Book Depository catalog.

10. Extension – Multiply the quantity order by the price found in the Florida School Book Depository catalog. 

11. Total – Total all extensions. Check figures for accuracy.  Do not use commas.

12. Please Note: Before a request is submitted, please verify the following:

a. Is it currently in use in Duval County?

b. Is a evaluation on file giving special attention to whether or not anything in the materials would be considered objectional?


C.
Requisitioning Instructional Materials Using SAP:



(See Quick Reference Guide in Appendix #6)

D.
Requisitioning Materials that are Not County-adopted:

1. Materials that are not county adopted but are listed in the Florida School Book Depository catalog may be entered into the SAP ordering system and a copy faxed to the Textbook Office so that it can be release.  For this book to appear on your inventory it must be given a 300000 by the Textbook Dept. To obtain this number, fax the textbook office the name and ISBN number/price of the book and the 300000 number will be faxed back to you as soon as possible. 

E. Requistioning Materials that are not County-adopted and not in the Florida School Book Depository

1.      The school will need to fax title of book with ISBN # and price to the      Textbook Department, at 858-3680. 

2.      The Textbook Department will assign a 300000# and fax it back to       the school.

3.      The school will then have their bookkeeper key the book in with the      assigned 300000#.

4.      A copy of the requisition will then be faxed to the Textbook                   Department.

III.
Receiving State-Adopted Instructional Materials Requisitioned by School:

A. Receiving and Counting:


1.     Check packing slip for correct school name/number.



2.
Make sure you have the correct number of cartons listed on your packing slip before the driver leaves your school.


3.
Before stamping the books, make absolutely sure you have ordered and received the titles that you ordered.  Books that are stamped cannot be returned for Money Credit!!

B. Overages, Shortages, and Defective Printing or Binding:


1.
It is just as important to report overages, as it is to report shortages to the Textbook Department ASAP.

2. Requests for adjustment must be submitted to the Textbook Department  ASAP.

3. To report imperfect textbooks (defective printing or binding), call the Textbook Department 858-3670 ASAP.

IV.    Transfer of Textbooks:

If a minimal number of books are needed after the semester opens, they may often be secured from other schools or from the Textbook Department’s inventory through transfer.  Transfers between schools may be either temporary or permanent.   (See Appendix #3)

A. Temporary means that the book will be returned to the original school within a specified amount of time and should be kept on its inventory

B. Permanent means that the book is removed from the original school’s inventory and added to the receiving school’s inventory.

V.     Collection of Money for Textbooks Lost, Damaged:

A. Textbooks Lost or Damaged:

1.
Refer to the Florida School Book Depository catalog for the cost of the book. 

2. Determine the charge for a damaged textbook on the basis of its condition.  The amount is largely a matter of individual judgment and may vary from 25 cents to full replacement cost if the book is so damaged as to not be usable.

3.
Charge full price of a new book if it is in “A” condition, 75% if in “B” condition, 65% if in “C” condition, and 50% if in “D” condition.

4. As a rule:

· “A” condition = 1 year of use

· “B” condition = 2-3 years of use

· “C” condition = 4-5 years of use

· “D” condition = 6 years of use

5. Be sure to provide students with a receipt for all payments.

6. Send school check along with the Lost and Damaged form to: Textbook Department, Attn: Mary Willbright (#3003) via school mail.

7. Give damaged book to student if he pays for it in full.

Stamp or mark the book:

SOLD BY DUVAL COUNTY. THE OWNERSHIP LABEL HEREIN IS NO LONGER VALID.


B.
Sale of Textbooks:

Parents who wish to purchase textbooks should be referred to the Florida School Book Depository, 1125 N. Ellis Road, Jacksonville, FL   32205.  Phone: 781-7191. 


C.
Responsibility for Return of Textbooks:


Florida law specifies that textbooks are loaned to the students.  It 



further states that students, parents and guardians are 




responsible for payments for lost or unnecessarily damaged 




textbooks. 


D.
Form Letters:




A suggested form letter to be sent to parents regarding unpaid 



charges for lost or damaged textbooks appears in the appendix 




(See appendix #7). For those schools using TextLink there are notices 

within the Reports program that may also be used. These notices may be customized as appropriate to meet the needs of each school.

E.
  Collection of Textbook and/or Money for Lost and Damaged Textbooks             from students transferring to another school:


1.
When students transfer to another school, either due to change of address or through promotion to the next grade level:

a.
All textbooks issued to the student shall be returned before clearance is granted.




b.
All charges for lost and damaged textbooks should be paid before clearance is granted.


2.
In certain instances, it may be impossible to grant clearance since students will leave before the books are returned or before the charges have been paid.   In such cases:



a.
The school shall forward a notice of books not 





returned and/or unpaid charges for lost and damaged 



books to the school to which the students have 




transferred.




b.
Every effort shall be made by the new school to collect either the unreturned textbooks and/or the money for the lost and damaged books.

VI. Lost and Damaged Instructional Materials Report:

A. A report of lost and damaged textbooks (See Appendix  #5) shall be submitted four times yearly on a form provided by the Textbook Department. A disk with an Excel Template for Lost/Damaged books is also available.  The schools will be notified annually of the exact dates.

B. All funds collected for lost/damaged textbooks by schools shall be sent to the Textbook Department.

C. Textbooks that are lost and not paid for should be recorded in column seven entitled Lost and not paid for on the Textbook Inventory form.

VII. Return of Surplus Books:

Each year the schools are asked to return surplus books for use in other schools. These textbooks are books that are still on-adoption.  Directions will be sent annually to the schools as to the pick-up date.  Please complete the Transfer of Surplus Textbook Form. (See Appendix #4).  On the Annual Textbook Inventory Form, column 4 should be completed using #3003 as the receiving school.

VIII. Textbook Inventory

An inventory of textbooks is taken each year after school closes in May of adopted and non-adopted textbooks.

A.
Each year three copies of the Annual Textbook Inventory will be sent to the schools in the district.  One of the three forms should be used as a working copy.  The remaining two forms are the official inventory reports.  The original should be mailed to the Textbook Department and the second should be placed in the school files. The original is also used for insurance purposes and is a legal document.


B.
Instructions for Preparing the Inventory form: (See Appendix #1)



1.
Column 1 (Total on Hand) – Combination of the previous year’s inventory and the number of specific titles purchased during the current school year.

2. Column 2 (Return To Use) – Record books that were reported as lost on the previous year’s inventory report but which were found and returned to use.  If there are more books on-hand because of these returns than entered in column 1, enter the difference in column 2.

3. Column 3 (Used or Unusable Books Returned) – Record all on-adoption, used and unusable books returned to Consolidated Services Center (Warehouse) #3003.

4. Column 4 (Transfer of Textbooks On Adoption) – Record the number of on-adoption books, which were permanently transferred to another school or were on-adoption surplus books sent to Consolidated Services Center (Warehouse) #3003.

5. Column 5 (Books Consumed) – Record all consumable books  (usually workbooks), which have been consumed through use.  Hardback texts are not consumable.

6. Column 6 (Lost and Paid For)- Record the number of lost books for which money has been collected.

7. Column 7 (Lost and Not Paid For) – Record the number of lost books for which charges have been assessed against pupils but for which collections have not been received.

8. Column 8 (Total Usable Books On Hand) – Record the total number of usable books on hand at the close of the inventory.

9. Do not total the columns on any pages.

10.
The principal’s signature and the date submitted is required on  the Textbook Inventory.

Important Reminders and Tips:



1.
Use the current Florida School Book Depository catalog for accurate code numbers and prices of available instructional materials.



2.
Highlight state adoptions used in Duval County in the catalog for easy reference.



3.
Please proof and double-check all entries on your requisition before submitting to the Textbook Department.



4.
It is suggested that any extra textbooks be kept in a central book room instead of being left in each classroom.  If a classroom teacher or department head needs extra texts, the Textbook Manager should record the whereabouts of the textbooks.



5.
Do not order extra teacher editions. Extra Teacher Editions must be purchased by the district and are not factored into the instructional materials budget.



6.
When a teacher is transferred or leaves the faculty of a school for any reason, the teacher editions must remain in the school. Teacher Editiion’s are the property of the school district, not the individual teacher. Teachers are responsible for teacher editions..

7.
Be aware when textbooks are delivered.  Complete a goods receipt and submit to your bookeeper immediately. Process them before sending them to the classrooms. 

8. Do not accept a delivery if the order has been canceled, or if you did not order.



9.
Notify the Textbook Department immediately of any shortages or overages on an order  which has been issued to grade chairpersons, department heads or teachers.


10.
Before submitting the annual inventory, double check that the inventory is mathematically correct.  Have the principal sign the document and send to the Textbook Department.



11.
Encourage teachers to assess damages, even as little as 25 cents. This will help instill a sense of responsibility to the student.


12.
Work closely with the bookkeeper on the collection of lost 

and damaged payments.  Be sure that the title of the book as well as other pertinent information is entered on the student receipt.



13.
The Lost and Damaged form (See appendix #5, Amount Remitted) must agree with the Textbook Inventory form (See appendix #1).


14.
Send Lost and Damaged reports with collections to the Textbook Department.  We will notify you when they are due.



15.
Inventory must be completed and forwarded to the Textbook Department, #3003 by the date specified on the timeline of each school year.


16.
Functions:


5100 (Standard)

5200  (Exceptional Student Education)

5300 (Vocational Education)



17.
Any imperfect textbooks (pages upside down or missing) should be sent back to the Textbook Department for replacement ASAP.



18.
When in doubt, call the Textbook Department (858-3670).

A P P E N D I X

1) Annual Textbook Inventory Form. 

2) Duval County Public School State Adopted Instructional Materials Requisition Form. 

3) Transfer of Textbooks Between Schools Form

4) Transfer of Surplus Textbooks to #3003 Form

5) Lost and Damaged Textbooks Report Form. 

6) SAP Quick Reference Guide 

7) Sample letter to be sent to parents for collections of Lost and Damaged Instructional Materials

8) State Statutes

9) Board Policies 
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