
Textbook Ordering Guidelines 

Textbook requests are due to the Bookstore by the following target dates: 

Intersession   Feb 15th  

Summer   April 15th 

Fall   June 1st 

Winter   October 1st 

Communicating with the Bookstore 

The easiest way to communicate with the Bookstore regarding textbook orders is through the 

COMMENT BOX on the form.  Phone calls to Kim at 458-7913 or emails to kimberly.giberson@unb.ca 

are also welcome.  

Determining Quantities 

 The Bookstore calculates textbook quantities based on factors such as price and availability, past sell 

through history and how the book will be used in class, (e.g., “open book exam”; required or 

recommended text).  Please provide any relevant information about how the textbook will be used in 

the Comment Box.  

If an instructor requests a specific number of textbooks that appears high/low based on the above 

factors, the Bookstore will contact the instructor to discuss how the textbook will be used in the course. 

Occasionally e-book versions of your requested textbooks may be available as a cost saving option for 

students, please indicate if this will not be an acceptable addition to your course.   

Managing Inventory 

Instructors will be notified if a textbook is not expected to arrive for the first day of classes and a Status 

Tag will be place on the shelf telling the students when the book is expected and how they can prepay 

for the book.  Textbooks can be delayed for many reasons, such as foreign imports, reprinting of a title, 

or high demand causing the title to go on backorder.  When a student prepays for a book, they are 

contacted individually as soon as it arrives. 

If a textbook is being used in more than one course or section, Bookstore staff will monitor the shelves 

to make sure that a supply of the book is available on the shelf for all of these courses or sections. 

If a textbook is not being used in your course, please indicate this on the textbook requisition form so 

that the Bookstore can inform students.  

If an instructor thinks a textbook would be appropriate for the Trade and Reference sections of the 

Bookstore, they should make this suggestion to Shelley Nowlan at snowlan@unb.ca 
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Supplying Other Course Materials 

If you use other materials or supplies in your course such as lab coats, lab books, goggles, calculators, 

etc. the Bookstore would be happy to assist you in providing these for  your students.  Please indicate 

this in the Comment Box of the textbook requisition form. 

Offering Buy Back Program 

Students can only sell their textbooks back to the Bookstore if the Bookstore has received an order for 

the same book to be used again in an upcoming term.   

If you are using the same textbook the following term, please send a reorder to the Bookstore as early 

as possible; your students will appreciate it. 


