
TEACHER TEXTBOOK REQUEST FORM

Teachers issue books in the classroom, enter the number issued in the computer.
To get books, teachers complete and send this form to the library with a student runner. 

After 4th attendance day, teacher refers all “single enrollees” to the library to get books, and the staff there will record the number in the computer.  
Each term, after all students have books, the teacher should print a textbook roster  and have students initial the roster by the number to document acceptance of the book.  These rosters are then turned in to the library staff as documentation.

Teacher Name:________________________________________________

Course:_______________________

Number of books:_______________

Date:__________________________

Teacher signature:

This form serves as a pass to the library for the student runner.

