
RECEIPT OF TEXTBOOK ORDERS 

 

1. All textbooks that are delivered to a campus require a signature of receipt. 
An order transaction sheet showing the total number of textbooks shipped for each 
title will be presented for a signature. It is the responsibility of the campus 
receiving person to verify the total count for each and every title delivered before 
signing the order sheet. Should the receiving person opt not to verify the contents, 
the campus will be held responsible for the entire shipment. 

 
2. The receiving person should count all the titles and match them to the 

corresponding requisition titles. The count should be placed on the appropriate line 
marked "# received". Every line on the transaction sheet should be completed in 
this manner. Central Distribution staff will be glad to assist you with checking the 
order; however, it is the responsibility of the campus to verify the shipment. 

 
3. Any shortage in the number of titles delivered should be noted and circled 

on the transaction sheet. All shortages need to be verified by Central Distribution 
personnel. Please ask the Central Distribution staff member making the delivery to 
verify this shortage for you. After verifying a shortage, both you and the delivery 
staff member should initial the discrepancy. 

 
4. Double check all counts carefully. 
 
5. If any order should have an overage, Central Distribution personnel have 

instructions to not leave any overages or textbooks that are not listed on the order 
sheet at the campus. Delivery personnel will return the overage textbooks to the 
bookroom. 

 
6. After all counts have been completed, please sign the transaction sheet 

and keep the bottom copy for your records. 
 

* Please remember that the accuracy of the shipment is absolutely 

essential. Please feel free to call us with any questions needed to 

resolve any confusion. Signatures on transaction sheets are 

considered binding. 


