
CUSTOM COURSE MATERIAL ORDER FORM 
 

All custom course material must go through the bookstore. Please fill this form out and 
hand in to the bookstore with material you would like to be printed and available for 
students to purchase. Syllabi, course outlines, and any other material not requiring 
copyright permissions can be posted on Blackboard. 

 
Date _____________________ 
Instructor ______________________________________________________________ 
Phone ___________________________  Email ________________________________ 
Course & Section ________________________________________________________ 
Est. Enrollment ___________________  Semester & Year ______________________ 

 
COURSEPACKET INFORMATION 

 
Coursepacket Title: ______________________________________________________ 
Edition:  First___ Revised from_______       Same as previously used in_________ 
Required ________ Optional _________  Desk Copy Qty __________ 
 
*Does this coursepacket contain copyrighted material?  Yes_____  No       _______ 
**If “yes”, please submit a bibliography.  Copyrighted material can take up to 4-6 weeks to 
obtain permissions. 
 

PRINTING DETAILS 
 

Binding:  Coil______  Three-hole punched _________   (Stapled or Shrink-wrapped) 
 
Copies:  Single-sided _________  Double-sided ___________  As-Is            _________ 
 
Cover:       Standard (provided) _____        Custom (provided by instructor) _______ 
 
Cover Details:  Cardstock________  Paper           ____________ 
       Front Only__________  Front & Back          _________ 
 
Cover Color: White___   Pink___   Canary___   Salmon___   Green___   Blue___                                           
                        Tan___  Cherry___  Other  _________________ 
 
Additional Instructions: 
______________________________________________________________________________
______________________________________________________________________________ 
 
Instructor’s Signature _____________________________________  Date _____________ 
 
***Departmental Fee:  Yes_______  No________  If “yes”, Amount:           ________% 
****If you are requesting a Departmental Fee (not to exceed 10% of the selling price) be 
added to the cost of this custom coursepacket, please indicate above and submit the signed 
approval form to the Bookstore Textbook Manager within seven business days of this 
course material request. 
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