Procedures for Publisher Files

For specific “how tos” refer to the Help link.

1. Check the title and ISBN against Amazon.com or another authoritative source. 

2. Check to see if the alternate format is available through other CSUs via the CSU Alternate Media Database or other authorized entities such as RFB &D, Bookshare.org, Gutenberg, Louis APH, and others.  

3. Ensure that the steps for student eligibility are properly verified and documented. 

· The printed instructional material being requested has been purchased by the student or on behalf of the student. 

·  The student has a verified disability that prevents him or her from using standard instructional materials. 

· The requested instructional material is required for a course for which the student is registered or enrolled. 

· The request has been signed by the coordinator of services for students with disabilities or his/her designee. 

· The student has signed a statement agreeing that he or she will use the electronic copy of the printed instructional material solely for his or her own educational purposes, and will not copy or duplicate the pointed instructional material for use by others. 

· The CSU campus will take reasonable precaution to ensure that the student does not copy or distribute electronic versions of the instructional materials in violation of the Copyright Revisions Act of 1976, as amended (17 U.S.C. Sec. 101 et seq.). 

4. Enter the information for the requested book on the Records Management, Add New Record Screen of the Database.  Be sure to note the record as “in progress”.

5. Once the record has been added, the Database will generate a screen with link to request file from publisher.  

6. The database will populate data elements onto the CSU CAM Request for E-Text form. (RET) based on the information entered during the step above. 

7. If the publisher does not have its own form or procedure, you can print out the RET form from the Database and send the form to the publisher

8. If the publisher has its own web form, you can cut and paste the information onto the publisher web form.   You will want to still want to print a copy of the completed publisher web form for your records.

9. The Publisher Links section of the database has publisher contact information.  

10. The publisher is asked to respond within two weeks (14 business days).  If there is no response, the CSU CAM Campus Liaisons do at least one follow up, if appropriate, and document the contact on Publisher Comments field of the Database. 

11. Once the publisher file is received, update the Database with the Received Date of the file and Quality Level on the Add/Edit screen. 

