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1)  A copy of the textbook requisition form is available on the Pierce College website at http://www.piercecollege.com/faculty/senate/forms/TextReq.doc.  
2)
Forms can then be emailed back to the chair who will forward them to the bookstore. The Bookstore Buyers will only accept those requisitions that come from department chairs via their LAPC email account- they may not be sent via a personal email account.  The buyers will notify, via email, the department chairs and the requisitions’ instructors that they have received the forms.
3) Fill out one form for each section of a course using different textbooks.  If multiple instructors are using the same book(s) for the same course or it is department policy to use a standardized book(s) for a particular course, one form listing the various instructors and section numbers can be submitted to order the book(s).  In all cases involving ordering of textbooks, departmental procedures should adhere to the regulations delineated in the Textbook Adoption Policy.  As a reminder, this policy states “any dispute between a faculty member and the chair over textbook adoption will be resolved by the department/discipline”.  

4) The department will be responsible for maintaining electronic records of all textbook requisition forms submitted. Note: In many cases, with minimal changes, these forms may be used for subsequent semesters.

5) The bookstore will continue to hand out the old (hardcopy) textbook requisition forms to those departments that request them, however, departments are encouraged to switch to the electronic system both as a time saving and cost cutting device.
