	QATAR UNIVERSITY

	REQUISITION FOR TEXTBOOKS

(See other side for General Instructions)



	Date......../......../........
	                                           Req. No...........//...........

	Academic Year
	:
	2013 - 2014
	Department
	:
	

	Semester
	:
	Autumn / Spring
	Faculty 
	:
	

	For Requester Department Use

	ISBN/ISSN/Cat. No./Code No. 
	:
	

	Author/Editor
	:
	

	Title (Main Title)
	:
	

	Title (Sub Title)
	:
	

	Volume No. / Series
	:
	

	Edition
	:
	

	Date of Publication
	:
	

	Binding
(Specify hardcover / softcover / flexibind/ .....)
	:
	

	Publisher
	:
	

	Distributor
	:
	

	Estimated price
	:
	QAR.

	Nature of item 
(Textbook, Workbook, Teacher’s Book, Solution Manual, Transparencies, CD-ROM, Video Cassette, Audio Cassette, Audio CD, Video CD.............)
	:
	

	
	Qty.

(W)
	Qty.

(M)
	Qty.

(I)
	Total

Qty.
	Course Name
	Course No.
	Inventory No.

	Autumn (Semester I)
	
	
	
	
	
	
	

	Spring (Semester II)
	
	
	
	
	
	
	

	Others 
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	TOTAL
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	For Textbook Unit Use:
	
	
	
	
	
	
	

	Stock (Store, Men’s Wing)
	
	
	
	
	
	
	

	Stock (Store, Women’s Wing)
	
	
	
	
	
	
	

	TOTAL
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	BALANCE (Qty. for order)
	
	
	
	
	
	
	

	

	Dept./ Faculty
	Name
	Signature
	Date
	Approved

	Prepared by:

(Instructor)
	Name:
Tel:
e-mail:
	
	
	Vice-President

for Academic Affairs

	Dept. Chairman
	
	
	
	

	Dean / Director
	
	
	
	

	

	Textbook Section
	
	
	
	Head, Textbook Unit

	Checked by (W)
	
	
	
	

	Checked by (M)
	
	
	
	

	
	
	
	
	

	Procurement Dept. 
	
	
	
	Director of
Procurement Department

	
	
	
	
	

	
	
	
	
	


	GENERAL INSTRUCTIONS



	-
	Please use separate forms per title, to speed processing

	
	

	-
	Please type accurate information in this form or write in block capitals

	
	

	-
	Include full and correct bibliographic details.  Please state clearly the appropriate ISBN, SERIES and VOLUME NUMBER of the book in addition to the Title, Author and Publisher.  

	
	

	-
	Any item not applicable for the product required shall be marked with ‘NA’ (not applicable).

	
	

	-
	All textbooks will be ordered in paperback edition only.  

	
	

	-
	The Textbook Unit/Procurement Department bears no responsibility for any delays due to delayed requests, incomplete bibliographical data, titles requested is out of print etc.

	
	

	-
	Only published titles can be requested.

	
	

	-
	Please ensure that filled information is accurate.

	
	

	-
	Use separate form for substitute and/or alternative book and attach with the main order clearly marked ‘substitute/alternative’.  In the event of a book is out of print or can’t trace by the publisher and/or supplier, the substitute and/or alternative book will be ordered.

	
	

	-
	All requisitions for textbooks should be sent direct to the Textbook Unit, after approval by the budget holder.

	
	

	-
	In order to obtain the earliest possible delivery from the supplier, and avoid inconvenience to students and teachers, instructors must order textbooks well in advance, meeting the deadlines established by the University Bookstore.

	
	

	
	

	
	EXPLANATION OF CODES USED
	

	
	
	
	

	
	W
	:
	Number of copies for Women Students

	
	M
	:
	Number of copies for Men Students

	
	I
	:
	Number of copies for Instructors

	
	
	
	

	
	
	
	

	
	Textbook Purchase Requisition Flow Chart
	

	
	[image: image1.emf]
	

	
	Prepare a General Requisition for the Textbooks (by the Instructor)
	

	
	[image: image2.emf]
	

	
	Submit the Requisition to the Procurement Department through appropriate approval level
	

	
	[image: image3.emf]
	

	
	Approval level 1:  Department Chairman
	

	
	[image: image4.emf]
	

	
	Approval level 2:  Faculty Dean / Director of Unit
	

	
	[image: image5.emf]
	

	
	Approval level 3:  Vice-President for Academic Affairs
	

	
	[image: image6.emf]
	

	
	Head of Textbook Unit
	

	
	[image: image7.emf]
	

	
	Head of Procurement Department
	


