
DIRECT SHIPMENT OF ANCILLARY TEACHING  

MATERIALS TO CAMPUSES 

 

Ancillary teaching material and consumable textbooks (items not tracked by 

TEA) should be shipped to your campus directly from the publishers.  

 
Central Distribution coordinates all ancillary material (teaching materials and 

consumable textbooks) orders to the publishers by working with each individual 
campus as necessary. District Content Coordinators are no longer responsible for 
placing these annual orders. 

 
Central Distribution will forward publisher order forms to each Campus 

Textbook Coordinator and assist the campuses with the completion of these forms. 
It may be necessary for Campus Textbook Coordinators to work with their Campus 

Specialists to ensure that the appropriate materials are requested, however, the 

forms must be submitted to Central Distribution by the Campus 

Textbook Coordinators. Central Distribution submits all requests to the 

publishers as a “district” order and will act as the “voice” for the district.  
 

 ***Please contact Central Distribution with any problems or concerns. Please do 

not contact the publisher directly regarding these orders. *** 

 
As is the case with all other textbook shipments, Campus Textbook 

Coordinators will now be responsible for the receipt of ancillary shipments made to 

their campus. Please note that the Campus Textbook Coordinators will 

need to work with their Campus Specialists to ensure that the 

materials are properly distributed and that all the campus needs are met. It 

is our goal to ensure that all these materials are in place for the start of school.  
 
To assist us in interacting with the publishers and to expedite these materials if 
necessary, please help us by doing the following: 
Ø Please be sure to inform your staff that these shipments should be accepted by 
your campus. 
Ø Please be sure and check the contents of the shipment against the packing slip 
to ensure that you received all the materials that was noted as shipped. 
Ø Please contact Central Distribution to report any discrepancies. 
Ø Please also be sure to send Central Distribution the packing slips for all items 
received at you campus as soon as the shipment has been verified. Please make a 
copy of the packing slip for your records. 


