Order Books for NSCL Library

Thru Spartan Book Store

· Get the information for the book(s) need to be ordered

· ISBN

· Title of the Book

· Author (Maybe multiple of them)

· Publisher

· Edition

· Year

· Quantity

· Binding (Hardcover / Paperback)

· Condition (New / Used)

It’s alright if you just get ISBN, you can get the rest of the information from Amazon.com. It’s just easier for the ordering staff at Spartan Book Store to order and you to check afterwards. 

· The ordering staff we have been contacting is Tom Muth (tmuth@spartanbook.com)  his address should already be in the Address book in Library’s e-mail address book.

· Send an e-mail to tell Tom the book information you gathered along with the internal account number 61-2133

· Tom will let you know once the order has been placed.

After receiving the new books:

· Following the “Books.doc” procedures.

· For the receipts

· Put down Account Number 1103 on the receipts

· Then put it in Audry Patriache’s mail box located in the same mail room with library’s mail box

