TEXTBOOK ADOPTION PROCESS

Bookstore Staff distributes forms
to Faculty Receptionist and
Community Education Support

Specialist (Community Education
receives forms for courses taught
exclusively through the department;
faculty receptionists receive forms for
all other courses)
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Associate Dean, Instructor.,
and/or Coordinator discuss
new text - upon approval, form Change
is returned to Faculty Receptionist |«g
or Community Education
Support Specialist

Query instructors
regarding textbook

No Change

Enter projected enrollment numbers
Complete form with (estimate campus classes using the scheduling
new textbook informationand ~ F----- matrix; contact Community Education Support
projected enrollment numbers Specialist for College Advantage, GAP. ITV,

Outreach, BASIC. and BML classes)

Return completed forms
to Bookstore
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Faculty Receptionist notifies
Community Education Support
Specialist of change

Bookstore Due Dates

Fall Semester - April 25
Spring Semester - October 15
Summer Semester - March 15




