Guidelines for completing and submitting textbook orders
 

The Order Form has three (3) sections:  School Information, School Population Data and Book Order.
Please read the guidelines and then complete the three (3) sections as required. 


NB. Click on the named tabs in the lower left corner of the excel spreadsheet to access each sheet.

1. On the “School Information” sheet, fill in “Name of School”, “Region”, “Mailing Address of School”,  “Email Address of School”,  “Telephone Number”, “Name of Textbook Administrator”, “Telephone number for the Textbook Administrator”, “Principal’s Name” and the date . Click just above the line and type in the relevant information.     

2. On the “Population Data” sheet, indicate the, “Total Number of Students in each Grade”, “Total Number of Students Reading at Foundation Level in each Grade” and the “Total Number of Students Reading at the Normative Level in each Grade”.

3. On the sheet entitled Book Order, please note the following four columns: Subject Enrolment, Quantity of Books in Stock & in Circulation, Quantity of Books in Stock to be Repaired and Quantity Required, then enter the information accordingly in each column. The spaces for the titles that you do not use should be left BLANK.
NB. PLEASE DO NOT TYPE IN ANY OF THE OTHER COLUMNS
4. The quantity of books ordered MUST BE IN KEEPING WITH YOUR POPULATION DATA AND INVENTORY. 

5. Submit your textbook order via email to textbookorders@moe.gov.jm. The subject line of the email should indicate the institution from which the Order is being placed.   
E.g. “Ferncourt High 2014-2015 Textbook Order” 

6. ONLY ONE (1) TITLE MUST BE ORDERED FOR EACH GRADE LEVEL PER SUBJECT, E.g. only one (1) English Language title for grade 7. 

7. Your order must be emailed no later than Friday, November 7, 2014.  
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