FACULTY COURSE MATERIALS PROCEDURES

Faculty members wishing to use their own materials as a text should submit their master to the
textbook Department each semester it will be used. Faculty course materials are treated as
textbook adoptions and appear on shelf tags and book lists. When submitting your textbook
requisition, please be sure your course material adoption appears on your order form. Your
master copy should accompany your textbook requisition. It should be noted on the requisition if
your material has been revised since the last time used so the Bookstore does not inadvertently
place the old editions on the shelves.

The Textbook Department will retain these masters until the end of the Book Rush period to
enable us to place reorders with the print shop. After Book Rush, the Textbook Department will
return all masters to their owners.

Under copyright laws we cannot accept any material that you have not authored to be reproduced
without a completed Copyright Infringement Release. These forms are available in the Textbook
Office. It will be necessary for faculty members requesting reproduced materials to obtain
permission to copy from the publishers. Under present College policy the Bookstore is not able
to pay royalties to faculty members or to academic departments for Faculty Course Materials.
The Infringement Release form must also be signed by the department chair. The Bookstore
must have a copy of the permission letter before the master copy can be duplicated for retail
sales.

All masters must have a cover page with Title, Course Number, Professor’s Name and any other
information helpful to the students purchasing these materials. Each page of the master must be
a clean, clear copy: No paste-ups, worn, bent or oversized pages. All pages must be 8 1/2” x
117,

Should you have any questions or need any assistance, please stop by or call the Textbook
Department at 274-3961.
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