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DESCRIPTION:

Faculty/Coordinators/Chairs are responsible for ordering their textbooks and course packs through the Douglas College Bookstore.  

Course pack material can be made up of faculty course notes, lab notes, assignments, a compilation of material from various books and journals, or an out of print book.   The Bookstore is responsible for the production of printed course materials for distribution to students.   
Email reminders with a link to the online course materials requisition form are sent to the Chairs, Coordinators and the Departmental Assistants well in advance of deadlines. The form should be filled out completely and submitted as quickly as possible to minimize delays. The form may be submitted online, mailed or faxed into the Bookstore. Blank textbook Requisition forms are available in the Bookstore, from Departmental Assistants or can be accessed online (see References).
Deadlines for submitting course pack and textbook requests:
Winter semester requests - First week of September
Summer semester requests - Last week of January

Fall semester requests - First week of May
Textbook questions can be directed to the Bookstore Supervisor.  Course pack questions can be directed to the Copyright Course Packs Coordinator.
STEPS:
Administrative Officers are to ensure that Coordinators and Chairs receive the e-mail reminder from the Bookstore regarding submission deadlines.
REFERENCES:

http://www.douglas.bc.ca/services/facilities/bookstore.html 

http://www.douglas.bc.ca/services/bookstore/information-for-faculty.html
http://www.douglas.bc.ca/services/bookstore/information-for-faculty/employ_coursepacks.html
ATTACHMENTS:
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