TO:

All Faculty Members

FROM:
Mitch Coe, Union Bookstore

SUBJECT:
Supplementary Supplies

DATE:

February 2, 2004

The Union Bookstore would like to remind everyone to send in your supplemental requests for the summer and fall semesters.  Any items that are needed or wanted should be requested for each semester.  There are three forms we use to assist us toward this goal.  A brief explanation of each form and the service it provides follows:

REQUEST FOR SUPPLEMENTARY TEXTBOOKS OR STUDENT PURCHASE ITEMS:  Use for consumable published materials, such as workbooks.  Submit this form to Textbook Rental. We cannot order until Textbook Rental has signed off on the request.

PACKET REQUEST FORM:  Submit this form, with a Master Copy of what you want copied, to Textbook Rental along with a request for student purchase form.  NOTE:  ALL copyright materials must have a release from the publisher. 

SUPPLY ORDER FORM:  Please use this form to request anything you ask your students to buy that does not fall into the published category.  If you specify a brand to your students, please do so on the form.  If a brand is not specified, we will shop for the best price.  NOTE:  If you would like to send a copy of your syllabus we would be glad to see that all items you request your students to buy are available.

Please submit your requests by March 24, 2004.

If you have any questions or problems, please call me at 581-7234 or email me at csmhc@eiu.edu.  You can also contact the assistant manager, Judi Konrad, at 581-5821 or reach her via e-mail at csjhk@eiu.edu.  Sarah Miller orders the Required Reading Books and can also be reached at 581-5821.  If your department is in need of more forms, please contact the Union Bookstore and we will be happy to send more.  Thank you!
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