Ordering Books

Betty will sometimes ask you to order books. Order forms can be picked up from the purchasing department, or in the library folder located in the IN/OUT tray. Be sure to fill in Date Needed ASAP. 

Internal Acct #: 1103 (fill in at the top right of the “For Administrative Use” box where it “internal” is indicated.)

After you fill out the requisition form, take it Kay Pixley, Rm 174, phone 324-8129. She will help you to enter the order into the computer system. Please indicate that it is

for the library and that Jim Wagner (Kay's boss) said that the library can use her service.

