Basic Ordering Information for FY16
1. Suggested deadlines for submission of monograph/media orders are as follows:  1/3 at least by November 13, 2015; 2/3 at least by January 15, 2016; the entire budget by March 1, 2016 (or entire amount may be submitted by an earlier deadline).  
2. When sending ordering information, please include the following: author, title, imprint information (publisher, place, and date), price of the item, ISBN and source of your information (include the catalog, choice record, etc if at all possible)

3. Please prioritize book/media order requests in the event requests exceed your budgetary allotment.

4. Please let us know if an item is a “rush” order so that we can order it on a rush basis and process it as quickly as possible.  Please be selective with rush items as we cannot rush all orders.  
5. Up to 50% of your departmental allocation can be used to purchase media that supplements and supports your curriculum.  We do not purchase teaching materials such as transparencies or software programs.

6. Serials information will be gathered each academic year by Carl Danis, the Collection Development/Electronic Resources Librarian, or Susan Whitt, Dean of Library Services.
7. Please contact Carl Danis, the Collection Development/Electronic Resources Librarian, or Susan Whitt, the Dean of Library Services, for any help or information needed in the ordering process.

