Procedure

Procedure 4.0101

Textbook Order Procedure
Curriculum

Deans and lead instructors are responsible for entering adoptions into the Fast system
provided by eCampus. eCampus will create a timeline for each semester's adoptions
and send it to the Assistant Director of Campus Operations and Support. This individual
will then forward the timeline to the Vice President of Academics for approval. eCampus
will establish a deadline for when adoptions must be submitted. This deadline ensures
that eCampus has sufficient time to review all adoptions and confirm their availability in
the warehouse. Any change in textbooks should be given careful consideration by the
instructors within the area concerned. A change in title should be requested in advance
by the lead instructor to the deans, and the date of change coordinated with the College
Bookstore. Faculty should make every effort to use the same textbook for at least
three years.

Continuing Education Textbook Order

Directors and coordinators are responsible for entering adoptions into the Fast system
provided by eCampus. eCampus will create a timeline for each semester's adoptions
and send it to the Assistant Director of Campus Operations and Support. This individual
will then forward the timeline to the Vice President of Continuing Education for approval.
eCampus will establish a deadline for when adoptions must be submitted. This deadline
ensures that eCampus has sufficient time to review all adoptions and confirm their
availability in the warehouse. Any change in textbooks should be given careful
consideration by the Continuing Education director. Staff should make every effort to
use the same textbook for at least three years.

References

Legal References: Enter legal references here

Cross References: Services and Resources Policy

History

Leadership Council Review/Approval Dates: 11/14/2025

Senior Staff Review/Approval Dates: 3/21/2016, 05/09/2016; 10/10/2025

Board of Trustees Review/Approval Dates: Enter date(s) here

Implementation Dates: Enter date(s) here
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