The Harvard Coop Textbook Department

Please submit your Spring Term Textbook
order by Saturday, October 31st

1400 Massachusetts Avenue
Cambridge, MA 02238

Phone: (617) 499.2223
Fax: (617) 499.2178

E.mail: textbooks@thecoop.com

Visit our website:

http://www.thecoop.com
It makes placing your order

even faster and easier!

Just click on the "Textbooks" tab and
follow the on-screen instructions to
submit your book list online.

You may also contact us by:

I) Telephone: Call (617) 499.2223
to speak to a textbook employee
and inform them you are placing
your orders for your Spring 2010
courses.

2)  E-mail: Accompanying this letter is
a blank order form in Microsoft
Excel format (:xlIs). You may fill in
the appropriate fields and send it
back to textbooks@thecoop.com
(please write January 2010 BOOK
ORDER as the subject line).

3) Mail: You may call your department
office and request a hard copy of an
order form.

4)  Fax: You may fax your completed
order form to (617) 499.2178.

5) In person: The Coop is located at
1400 Massachusetts Avenue in
Harvard Square. The textbook
department is on the third floor of
the Palmer Building.

Need help choosing your books for
the spring semester? Visit the
Coop’s online FACULTY CENTER
where you'll be able to:

® Search or browse a database of over
300,000 titles

® Research and review textbooks for
adoption consideration

® See how popular a title is and where
it's being used

® Generate a list of books you would
like to submit to the Coop

® Obtain publisher contact information

® Locate desk copy request information
by title

* If you would like to use a custom
published coursepack, you may contact
XanEdu Publishing Services by phone at
1.800.218.5971 or by e-mailing Josh

Phillips at joshphillips@napubco.com.

http://www.facultycenter.net

Do your part to ensure your books
will be in on time for your Spring
Term course!

Ordering now helps to ensure
the availability of your books.
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Our goal is to make sure that the ordering
of books for your classes is efficient and
accurate. By submitting your book order by
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October 31st, we have time to:

¢ Solve common textbook issues such as books that are going into new
editions or are out-of-stock and unavailable at publishers

¢ Avoid processing, shipping, and receiving delays to ensure that your books
are on the shelves

¢ Properly handle changes and/or updates to orders

e Resolve processing and delivery errors

Please try to be as accurate as possible when estimating your enrollment. About
37% of the books we order are returned to the publishers as overstock. Processing
returns is a costly process for publishers, often resulting in higher textbook prices.
If your course becomes over-enrolled, please notify us immediately so that we may
expedite a reorder for your course.

Remember that classes start earlier,
so we need the book orders sooner!

It is the goal of the Coop textbook department to maintain a system that makes ordering
books for your classes efficient and accurate. In doing so, we have set the October
3 Ist due date which will allow us to:

e Solve common textbook issues such as books that are going into new editions or are out-
of-stock and unavailable at publishers

® Avoid processing, shipping, and receiving delays to ensure that your books are on the
shelves

e Properly handle changes and/or updates to orders

e Resolve processing and delivery errors

® Prevent book order delays due to publishers observing Thanksgiving, Christmas, New
Year's Day, and Martin Luther King Jr. Day

Working together, we can save students money and have your books on
the shelf in time for the beginning of the Spring term!

Our many thanks,
Bob Wuesthoff, Textbook Manager,
and the Coop Textbook staff




