LOS ANGELES UNIFIED SCHOOL DISTRICT

Local District 1
REQUEST FOR TEXTBOOKS COVER SHEET
Directions to Complete this Form:

1. Use a separate Request for Textbooks Cover Sheet form for each vendor or subject area. 

2. All sections of this cover sheet must be completed.

3. Enter total, subtotal, and shipping/handling (if applicable) in shaded boxes 

4. Attach completed Order Forms downloaded from Textbook Services Web Site: http://www.lausd.k12.ca.us/lausd/textbooks
5. Obtain the Principal’s signature on this form.

	School:
	Date:
	Cost Center: 

	Address:
	Vendor Code:

	City, State, Zip:
	Vendor Name:

	Requested By:
	Address:

	Telephone & Ext.:
	City, State, Zip:

	Email:
	Telephone:


	Justification For Purchase: (needed to request money from central) ____________________________________________________________________________________
____________________________________________________________________________________

____________________________________________________________________________________

	# of Students in Grade/Class/Program: __________  (source: SIS)
# of Students Without Textbook: __________   (source: compare to current inventory)                                                                            


	Total attached orders
	Sub Total
	$

	Additional Instructions:
	Shipping/Handling
	

	
	Tax
	

	
	TOTAL
	$


______________________________________________
Principal’s Signature
===========================================================================
Local District 1 Office Only

 APPROVED  
 NOT APPROVED


_______________________________
_________


Content Expert Approval

Date










 APPROVED    
NOT APPROVED
________________________________   ________

Rudy Ramirez, Fiscal Services Manager
 Date

 APPROVED  		 NOT APPROVED


____________________________________   _________


Director of School Services     	         Date














Revised: 3/22/07

