
Faculty Orders:  Course Material Adoptions for  
Credit and Non-Credit Courses 

Scope: 
This procedure applies to all departments offering courses at the College of Southern Maryland. 

Overview: 
The CSM College Store serves as the official repository for all instructional course materials 
adopted for courses at the College of Southern Maryland. To ensure that the College Store has 
the most current and accurate information, the following procedures have been established. 
These procedures will allow the College Store to post the information online and in a manner as 
required by federal and state laws. 

Definitions: 
Course Materials Requisition – This form serves as notification from faculty to the College Store 
of instructional course material(s) to be used in upcoming offerings. 

Course Adoption Report – This is a report that lists each textbook selected by faculty for each 
course with information including, but not limited to: title, author, ISBN, Edition, new and used 
retail price, publisher, and book status. 

Required (REQ) – This status refers to a textbook that faculty consider critical to the success of 
students in a course.  Faculty must utilize a majority of the textbook. 

Recommended (REC) – This status refers to a course material that faculty highly encourage to 
students for course enhancement but is not critical to the success of students in a course. 

Optional (OPT) – This status refers to a course material faculty may suggest to students for 
course enhancement or as a reference tool. 

Choose One (CHO) – This status designation allows students a choice between purchasing two 
different course materials, such as between a hardcover and paperback book. 

Procedure: 
1. Approximately one month prior to the book order deadline (see step #3), the Textbook 

Manager will send an Course Materials Requisition to each administrative assistant for each 
course offered at each campus.

2. Listed on the Course Materials Requisition will be course materials that were used the last 
time the course was offered. Faculty will indicate on each worksheet:
• Max enrollment
• YES or NO if the course material(s) will be readopted for the next semester
• Indicated if the course material(s) will be Required (REQ), Optional (OPT), 

Recommended (REC), Choose One (CHO) , and E-book (E -)
• If adoption changes, list new course material(s) information



 For each non-credit course, indicate location and start date
 Signature by authorized personnel, such as department chair or administrative assistant,

indicating approval of adoption and acknowledging compliance with the Md.
EDUCATION Code Ann. § 15-112 - The Sale of College Textbooks (see Appendix),
including the following information:
o The change in cost if selecting a different book from a different publisher
o If selecting a different edition, the content difference as reported by the publisher and

that the new edition is needed due to substantial content difference
o The price difference between the editions and that the previous edition may be

available to the student at a lower price via the used book market
o That supplemental material included in a bundle is intended for use in the course
o The certain bundles and bundled items may not be available separately from a

publisher

3. Departments should retain a copy of each Course Materials Requisition and forward the
originals to the Textbook Manager by the following due dates:

Credit Courses
 Summer Semester March 15* 
 Fall Semester (Readopted books) April 1* 
 Fall Semester (New texts only) June 1 
 Spring Semester (Readopted and new books) November 1 

*Approximately 4-5 weeks after Unfreezing period in Summer II/Fall Schedule Timeline*

Non-Credit Courses 
 Summer Semester March 1 
 Fall Semester July 1 
 Winter November 1 
 Spring Semester November 1 

4. The administrative assistants must communicate via email to the Textbook Manager
regarding:
 Increases to max enrollments
 Added or canceled sections and courses
 Changes to course adoption information and/or statuses (i.e., changing a book from

optional to required)

Issues, problems, and/or concerns by faculty regarding textbook availability must be 
channeled through the department’s administrative assistant. For example, if an instructor 
wants to change a book, he/she would contact the administrative assistant. 

5. The Textbook Manager will notify departments of edition changes, late shipments, and any
other situations that may affect their adoptions.



6. Once the College Store has received and processed the Course Materials Requisitions, a
Course Adoption Report will be sent to each department one to two weeks after the Course
Materials Requisition deadline. Departments should review the Course Adoption Report and
report any discrepancy to the Textbook Manager.

7. The Textbook Manager will post textbook adoption information for all courses on the
College Store’s website within three weeks after receipt of the signed Course Materials
Requisition deadline. This information will be updated as information is received from the
departments.

Reference: 
Also see Late Textbook Orders and Special Circumstance Textbook Orders 

For more information contact:  Textbook Manager, textbooks@csmd.edu



Late Textbook Orders 

Scope: 
This procedure applies to all departments offering courses at the College of Southern Maryland. 

Overview: 
Textbook orders submitted to the College Store after the deadline cannot be guaranteed to arrive 

by the first class meeting. If necessary, late book orders can be shipped overnight, 2
nd

 day, or 3
rd

day by the publishers at the expense of the department(s) requesting them. Also, in the event that 
an instructor or department changes a textbook order after the order has been submitted, the 
department may incur freight-in, freight-out and text processing costs. 

Procedure: 
1. Complete a Course Materials Requisition and submit it to the Textbook Manager as soon as

possible.

2. The Textbook Manager will make every effort to notify departments of textbook edition
changes, special shipping charges, and any other situations that may affect their textbook
order.

3. After the Course Materials Requisition is received, the Textbook Manager will post and/or
update textbook adoption information on the College Store’s website.

4. The Textbook Manager will order the course materials and have them available for students
to purchase in a timely manner.

Reference: 
Also see Faculty Orders: Textbook Adoptions for Credit and Non-Credit Courses  

For more information contact:  Textbook Manager, textbooks@csmd.edu



Special Circumstance Textbook Orders 

Scope: 
This procedure applies to all departments offering courses at the College of Southern Maryland. 

Overview: 
Special circumstance textbooks include, but are not limited, to: 

 Hard-to-locate textbooks
o Old edition books
o Out-of-print books

 Textbooks from publishers with special return policies
o Non-returnable
o Small return windows (i.e. 60 days)
o Percentage returns (only 10% returns allowed)
o Textbook

 Custom textbooks

Once the title is no longer being used, all unsold and non-returnable copies will be billed, at cost, 
to the department. 

Procedure: 
1. Follow procedures for “Faculty Orders: Course Material Adoptions for Credit and Non-

Credit Courses" with the additional steps:
 The Textbook Manager will notify departments as to which textbooks fall into the special

circumstance category.
 Faculty will acknowledge by email and, in doing so, designate approve of their textbook

selection, including agreement to the special circumstance textbook. No textbooks will be
ordered without faculty approval

Reference: 
Also see Faculty Orders: Course Material Adoptions for Credit and Non-Credit Courses 

For more information contact:  Textbook Manager, textbooks@csmd.edu



Ebooks 
Scope: 
This procedure applies to all departments offering courses at the College of Southern Maryland. 

Overview:   
Textbooks offered in e-book format are designated by: 

• Ebooks:  An additional textbook appearing on the booklist (both in-store and online) 
marked as “Choose One” with the note “E-book” in the title.

Procedure: 
Through a title selection process, textbooks are available in an e-book format. While textbooks 
cannot be manually added to either list, they can be removed at the request of faculty members. 

For more information contact:  Textbook Manager, textbooks@csmd.edu



Departmental Charges 

Scope: 
This procedure applies to all departments at the College of Southern Maryland. 

Overview: 
Departments may purchase from the College Store using a CSM requisition form.  Merchandise 
may be returned or exchanged within 10 business days and must be accompanied with original 
receipt. Merchandise must be returned in new, saleable condition. Clothing may be returned only 
with the original tags intact. Packaged merchandise may be returned if unopened. 

Procedure: 
1. Present a completed CSM requisition form using an appropriate budget account number to

the cashier at the time of purchase. The requisition must be signed by the cost center
manager.

2. The cashier will process the transaction as a Department Charge through the register.

3. The cost center manager or representative must sign register receipts.

4. Paperwork will be distributed as follows:
 Signed register receipt – retained by the College Store
 Signed half sheet register receipt and requisition – forwarded to Bursar’s Office
 Register receipt (unsigned) – given to cost center manager’s representative

For more information contact: Bookstore Manager ext. 4752 
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Appendix 

Annotated Code of Maryland 
Copyright 2009 by Matthew Bender and Company, Inc., a member of the LexisNexis 

Group 
All rights reserved. 

*** CURRENT THROUGH ALL ACTS OF THE 2009 REGULAR SESSION, WITH ANNOTATIONS THROUGH 
JULY 15, 2009. *** 

EDUCATION 
DIVISION III.  HIGHER EDUCATION 

TITLE 15.  PUBLIC INSTITUTIONS OF HIGHER EDUCATION 
SUBTITLE 1.  GENERAL PROVISIONS 

GO TO MARYLAND STATUTES ARCHIVE DIRECTORY 

Md. EDUCATION Code Ann. § 15-112  (2009) 

§ 15-112. Sale of college textbooks

(a) Definitions. --

(1) In this section the following words have the meanings indicated.

(2) (i) "Bookstore" means any entity that offers books or other course materials for sale and is licensed by
the Comptroller under Title 11, Subtitle 7 of the Tax - General Article. 

(ii) "Bookstore" includes campus bookstores and online vendors.

(3) (i) "Bundle" means one or more college textbooks or other supplemental material that are packaged together
to be sold as course materials for one price. 

(ii) "Bundle" does not include single, custom, or integrated textbooks.

(4) "Campus bookstore" means a bookstore under the jurisdiction of an institution of higher education.

(5) (i) "Custom textbook" means a college textbook that is compiled by a publisher at the direction of a faculty
member or other person or adopting entity in charge of selecting course materials at an institution of higher education. 

(ii) "Custom textbook" includes original instructor material, previously copyrighted material, or
copyrighted third-party material. 

(iii) "Custom textbook" does not include purely aesthetic changes to a college textbook when compared with a
prior edition of a college textbook such as commemorative editions. 

(6) "Integrated textbook" means a college textbook that is combined with:
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(i) Materials developed by a third party and that, by third-party contractual agreement, may not be offered by
publishers separately from the college textbook with which the materials are combined; or 

(ii) Other materials that are so interrelated with the content of the college textbook that the separation of
the college textbook from the other materials would render the college textbook unusable for its intended purpose. 

(7) "ISBN" means the unique International Standard Book Number assigned to college course material that is
used by publishers to identify each textbook edition and other course material, including bundles. 

(8) "Price" means the price at which the publisher would make the college textbook or supplemental material
available to a bookstore and, if available, the price at which the publisher would make the college textbook or 
supplemental material available to the public. 

(9) "Substantial content" means a part of a college textbook, such as new chapters, new material covering
additional eras of time, new themes, or new subject matter. 

(10) (i) "Supplemental material" means educational material developed to accompany a college textbook that is
not being used as a component of an integrated textbook. 

(ii) "Supplemental material" includes printed materials and electronic materials such as computer disks and web
access codes. 

(11) "Textbook" includes custom textbooks to the maximum extent practicable.

(b) Section not applicable to overseas programs. -- This section does not apply to the overseas programs of the
University of Maryland University College. 

(c) Informational campaign and procedure. -- Each public institution of higher education in the State shall develop
and implement: 

(1) An informational campaign to assist faculty and make them aware of textbook-related issues, including:

(i) The price of college textbooks and of supplemental material;

(ii) The existence of variances in price of bundled and unbundled course materials;

(iii) Substantial content revisions made between the current edition of a college textbook or supplemental
material and the previous edition of the college textbook or supplemental material as reported to the institution under 
subsection (e) of this section; 

(iv) Which textbooks are integrated textbooks and are therefore not subject to subsection (f)(3) of this section,
as reported by the publisher under subsection (e) of this section; and 

(v) The fiscal impact to students of the high cost of college textbooks;

(2) A procedure by which bookstores and students are made aware of the information required to be
disclosed under subsection (g) of this section; and 

(3) A best-practices process for faculty in selecting college textbooks and supplemental material that:

(i) Ensures early adoption of college textbooks and supplemental material;

(ii) Encourages the maximum usage of used college textbooks and of previous editions of college textbooks,
when possible; 



Page 3
Md. EDUCATION Code Ann. § 15-112

(iii) For undergraduate college textbooks, ensures that the majority of the assigned material will be used in the
course unless it would be in the student's financial interest to purchase separate materials; and 

(iv) Ensures that faculty are aware of various outlets for the supply of college textbooks and supplemental
material. 

(d) Acknowledgment of information upon selecting textbook. --

(1) Each public institution of higher education shall develop a process by which faculty members
acknowledge the information under paragraph (2) of this subsection. 

(2) Before selecting a college textbook or supplemental material and before transmitting the selection to a
campus bookstore, providing the selection to any other bookstore, or posting the selection on the website of the public 
institution of higher education, a faculty member shall acknowledge: 

(i) 1. If selecting a different college textbook from a different publisher, the cost of the new selection versus the
cost of the previous selection; or 

2. If selecting a current edition of a college textbook:

A. The differences in substantial content between the current edition of the textbook and the
previous edition of the textbook as reported by the publisher under subsection (e) of this section; 

B. That the use of the current edition is appropriate due to a material change in substantial content between
the current edition and the previous edition; 

C. The difference in price between the current edition of the textbook and the previous edition of the
textbook; and 

market; 
D. That the previous edition of the textbook may be available to students at a lower price via the used book

(ii) That an integrated textbook is not subject to subsection (f)(3) of this section; and

(iii) That supplemental material included in a bundle is intended for use in the course.

(e) Disclosure of information by publisher; acknowledgment. --

(1) A publisher that sells college textbooks or supplemental material and provides information regarding a college
textbook or supplemental material to a faculty member, other adopting entity in charge of selecting course materials, or 
the administration of an institution of higher education shall disclose with this information, in writing, by paper or 
electronic means: 

(i) The price of the college textbook or supplemental material;

(ii) The title, author, publisher, edition, current and three previous copyright dates, publication date when
available, and ISBN of the college textbook and supplemental material, both as bundled and unbundled items; 

(iii) Substantial content revisions made between the current edition of the college textbook or supplemental
material and the previous edition of the college textbook or supplemental material; 

and 
(iv) Other available formats for the college textbook or supplemental material such as paperback or unbound;
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(v) A list of textbooks that are classified as integrated textbooks.

(2) Each institution of higher education in the State shall develop a process by which faculty members
acknowledge having been informed of the disclosures required under paragraph (1) of this subsection and the impact 
that the high cost of college textbooks and supplemental material has on students. 

(f) General provisions regarding sale of college textbooks. --

(1) Except as provided in paragraph (4) of this subsection, a publisher and a campus bookstore shall provide
and sell college textbooks and supplemental material in the same manner as selected and ordered by faculty members. 

(2) (i) If a college textbook or supplemental material is unavailable as ordered, the publisher and the campus
bookstore shall work with the faculty member to find alternatives. 

(ii) A publisher collaborating with a campus bookstore and a faculty member under subparagraph (i) of this
paragraph shall provide price information for alternative college textbooks and supplemental material. 

(3) A publisher that sells a college textbook and any supplemental material accompanying the college textbook in
a bundle shall also make available the college textbook and the supplemental material as separate and unbundled items, 
each separately priced. 

(4) With the permission of a faculty member, a campus bookstore may sell college textbooks and supplemental
material in a different manner than as selected and ordered by the faculty member for the purpose of providing used 
college textbooks, prior editions, or other lower-cost options to students. 

(g) Timing of providing certain information to bookstore, students and public. --

(1) (i) Subject to subparagraph (ii) of this paragraph, on the request of a bookstore, an institution of higher
education shall provide the information listed under paragraph (3) of this subsection to a bookstore by the earlier of: 

1. Within 1 week of a faculty member's selection of a college textbook or supplemental material and
transmission to a campus bookstore; or 

2. When the selection by a faculty member of a college textbook or supplemental material is finalized.

(ii) A bookstore that obtains information under subparagraph (i)1 of this paragraph may not make the
information available to students or members of the public until the information is made available to the bookstore in 
accordance with paragraph (2) of this subsection. 

(2) (i) An institution of higher education shall make the information listed under paragraph (3) of this
subsection available to bookstores, students, and the rest of the public by posting the information on its website by the 
earlier of: 

1. Subject to paragraphs (4) and (5) of this subsection, 3 weeks following the selection by a faculty member of
a college textbook or supplemental material; or 

2. When the selection by a faculty member of a college textbook or supplemental material is finalized.

(ii) In addition to the information posted under subparagraph (i) of this paragraph, an institution shall post on its
website: 

1. Whether supplemental material is required or only suggested by faculty; and

2. Whether a previous edition of an assigned college textbook will suffice.



Page 5
Md. EDUCATION Code Ann. § 15-112

(3) The information made available under paragraphs (1) and (2) of this subsection shall include the:

(i) Title;

(ii) Author;

(iii) Publisher;

(iv) Edition;

(v) Copyright date and publication date, when available;

(vi) ISBN; and

(vii) Anticipated enrollment for the course.

(4) (i) An institution of higher education shall inform a bookstore, students, or members of the public who
access the website of the institution under paragraph (2) of this subsection if the selection of the particular college 
textbook, supplemental material, or bundle has not been finalized by the faculty member. 

(ii) In addition to the disclosure made under subparagraph (i) of this paragraph, an institution, campus
bookstore, or other bookstore that offers a college textbook or supplemental material for sale prior to the selection being 
finalized shall provide: 

1. A caveat regarding the potential consequences of purchasing the particular college textbook, supplemental
material, or bundle prior to the selection being finalized; and 

2. The return policy of the campus bookstore or other bookstore, as appropriate.

(5) (i) Notwithstanding paragraphs (1) and (2) of this subsection, upon request to an institution, an extension of
time may be granted to a faculty member from the requirement to post the selection of a college textbook or 
supplemental material prior to the selection being finalized. 

(ii) The extension granted under subparagraph (i) of this paragraph shall be approved by the faculty Department
Chair and the Dean or Division Head of the institution. 

(iii) The extension shall include a written statement of explanation for the extension.

(iv) An institution shall post the written statement on its website instead of the selection, as appropriate.

(h) Promotion of sale of commemorative editions prohibited. -- A public institution of higher education may not
encourage or promote the creation or sale of college textbooks that consist of purely aesthetic changes to a prior edition 
of a college textbook such as a commemorative edition. 

(i) Construction. -- This section may not be construed to supersede the institutional autonomy or academic freedom
of faculty members involved in the selection of college textbooks and supplemental material. 

HISTORY: 2009, chs. 520, 521. 

NOTES: EDITOR'S NOTE. --Section 4, chs. 520 and 521, Acts 2009, provides that the act shall take effect July 1, 
2009. 


