
          Plainfield 202 

                                                                          Curriculum Materials Ordering Process 

 

 

Needs assessment  Textbook/Materials 

Request 

Ordering of 

Materials 

Check-In Process Materials  

Received  

 Priorities 

 Budget  

 Staffing  

 Students 

    Gets quotes 

 

    Enters order in    

CIMS 

 

    Sends email to   

Bldg Admin with 

PO# and PDF of  

PO 

 Compares packing 

slip to purchase order 

and request 

 

 If order complete: 

Enter ISBN# into 

Destiny, if ISBN# 

matches title, barcode 

 

 If order is not 

complete or ISBN# 

does not match title, 

do not barcode 

 

 Notify C&I Level 

Secretary of order 

status 

 

 Scan packing slip to 

C&I secretary 
 

 Sign for delivery 

 

 Gives Packing 

slip to principal’s 

secretary 

analysis 

 Standards-based 

assessment 

analysis 

 Parent / student / 

staff feedback 

 Materials, unit 

guide review 

Responsible  

Parties 

Responsible  

Parties 

Responsible  

Parties 

Responsible  

Parties 

Responsible  

Parties 

 Assigned Bdg 

Personnel 

 

 Bldg Admin 

Secretary 
 

 C&I  Level 

Secretary 

 Dept. staff 

 Bldng Admin 

 Bldg Admin  Bldg  Admin 

 
 

Reports to: Reports to: Reports To: Reports to: Reports to: 

 District Admin 

 
 Principal 

 

 Building Admin 

 
 Building Admin 

 

 Level Director 

 

 Send to C&I Level 

Secretary, includes: 

 

o Title 

o ISBN 

o Publisher 

o Quantity 

o Account# (if 

needed) 

PO Approval  

Process  

  

 Principal 

 Level Director 

 Assistant 

Superintendent 

Responsible  

Parties 

Reports to: 

 District Admin 

 


