NOTE:  These guidelines are recommendations only.  The guidelines outlined in this document may be too aggressive for all campuses and should be altered as appropriate to meet the needs of your institution.

Insert Institution Logo

Textbook Publisher Representative 
Guidelines
Overview

Typical to all campuses there are polices and regulations governing access by private businesses to the campus community.  These policies and regulations are designed to set the conditions for how agents of businesses come in contact with students, faculty and staff in order to pursue their business interests.

As an exception, it has been standard practice for most institutions to allow direct access, without guidelines, between publisher representatives and faculty. Insert name of institution supports academic freedom and encourages an open dialog between publishers, faculty and the bookstore.  There are new technologies designed to improve learning for students and the teaching process for faculty, it is imperative faculty remain knowledgeable of these changes and leverage new technologies when appropriate for the course.
However, the insert name of institution is also committed to ensuring that faculty members are fully aware of specific information when selecting course materials so that an educated decision can be made by the faculty member.  The following guidelines have been put in place to guarantee consistent dissemination of information to faculty members and bookstore personnel by all publishers.
Purpose

Ethical relationships between publishers and the academic community are critical to our mission to support student learning through access to and availability of cost effective course materials.  As part of our collective efforts to reduce the overall cost of textbooks to students, the insert name of institution requires publishers disclose specific information to faculty about textbooks, other forms of course materials and delivery mechanisms such as web sites.  
These guidelines are intended to reinforce our vision that the purpose of interactions between publishers and the academic community is to benefit insert name of institution students and to enhance their education.

Pertinent Information

Insert name of institution faculty must be provided the following information from publishers when considering course materials:
1. Wholesale Prices of the Materials
· Faculty must be provided with the price at which the publishers will sell the textbook and any related materials to the on-campus bookstore as well as any off-campus bookstores supporting the institution.
2. Suggested Retail Prices Students Will Pay
· The publisher must supply a projection as to the suggested retail price the bookstore will set for both on-campus and off-campus bookstores.
3. History of Edition Revisions 
· The publisher must clearly outline the month and year of the last revision to the textbook and supporting materials.  In addition, the publisher must supply the faculty member with a hardcopy document which outlines all changes made to the new edition of the textbook including page numbers of the changes.
4. Estimated Length of Time Products will Remain on the Market 
· Faculty members must be provided in writing a projection as to how long the textbook and supporting materials will remain viable in the marketplace and when the next edition is scheduled for release.
5. Cost of Individual Items in a Bundle 
· If the textbook is part of a bundle, the publisher must provide wholesale and suggested retail pricing for each individual item contained in the bundle.  The publisher must also specific if the textbook is available for sale without the bundled components. 
This information outlined above must be supplied in writing to the faculty member and also placed on the publisher’s website so that faculty and bookstore personnel can access the data within 24 hours of meeting with the faculty member.
Publisher Compliance

All publisher representatives are expected to comply with state, federal and campus guidelines governing the solicitation of and purchase of materials for resale.  The insert name of institution Business Policy and Procedure Manual (BPPM) [insert information on institution specific policy and procedures manual] is designed to provide faculty and staff with policies and procedures pertaining to the daily business operations of the University. It contains system-wide policies and campus-specific regulations, guidelines and procedures. Insert information on where to access procurement manual.  If you have special needs as addressed by the Americans with Disabilities Act and need this publication in an alternative form, please notify our office at: insert email address and phone. 
All publisher representatives should understand the following:

Outline any institution specific policies that are related to publisher sales efforts and/or the purchase of textbooks.
All publisher representatives are visitors of the insert name of institution and shall comply with visitation policies and procedures, institutional and departmental, relating to their visiting purpose. Publisher representatives can not represent themselves as agents of the University or of the campus bookstore.  
Publisher representatives are required to sign the Publisher Representative Acknowledgement form which will be filed with campus procurement, and a copy will remain on file in the campus bookstore course materials department. 
Using the Publisher Representative Appointment Detail form, publisher representatives must notify the on-campus bookstore manager, via email, 24 hours prior to the meeting and provide specifics as to which faculty members the representative is meeting with during the visit and which textbooks will be discussed.
Campus Bookstore

The campus bookstore can assist publisher representatives with the acquisition process of course materials for resale and can provide information regarding the following:
· Campus procurement policies 

· FERPA and 1974 Privacy Act restrictions

· Campus guidelines for internet security related to student privacy and credit card information

Insert Institution Logo
Publisher Representative 
Appointment Detail

Please complete and email to insert manager’s name, Bookstore Manager at:  insert bookstore manager email address.  The form must be received by the bookstore manager, via email, 24 hours prior to the scheduled appointment.
Publisher Name:
Date of Scheduled Appointment:
Publisher Representative Attending Appointment:
Title:
Address:
City:
State:

ZIP Code:
Business Phone:
Email Address:
Fax Number:
Cell Phone Number:
District Manager’s Name:
Address:
City:
State:

ZIP Code:

Business Phone:

Email Address:
Fax Number:
Cell Phone Number:
Course Materials to be Discussed During Appointment:
Insert Institution Logo 
Vendor Acknowledgement
My signature indicates I understand and agree to abide by the insert name of institution guidelines pertaining to textbook publisher representatives.  Failure to comply with these guidelines is grounds for disciplinary action.
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Please complete and return this form to:

Insert contact information
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