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DOES YOUR TEXTBOOK WAREHOUSE LOOK LIKE THIS?



OR DOES THIS LOOK FAMILIAR?



ÅDistrict Information

ÅWarehouse Design/Layout

ÅInventory Control

ÅReceiving

ÅDistribution

ÅAuditing

TOPICS OF DISCUSSION

Warehousing and Distribution



Warehousing and Distribution

HISD Facts

ÅHISD is the seventh-largest school district in the nation and the largest in Texas.

ÅIn fall 2010, HISD enrolled 202,773 students in 298 schools and  programs.

ÅThere are 97 different foreign languages spoken in HISD schools, with 90 

countries represented in its student body.

ÅApproximately 28.5 percent of HISD students have limited English proficiency, 

10 percent are in special education, and 80 percent are economically 

disadvantaged.

ÅHISD employs approximately 29,255full - and part-time personnel.



Textbook Operations Department

ÅHISD Textbook Operations Department inventories

over 2.4mm books at a value of over $89mm. district-wide

ÅHISD uses the Hayes TIPWeb Textbook Management System 

District wide

Warehousing and Distribution



Warehousing and Distribution

Warehouse Design/Layout
Organization of warehouse

Shelves/Racks
Grade level/Subject
Bilingual
Visually Impaired
Band
Free Material

ÅEquipment
Pallet Jacks
Forklifts
Carts
Banding Machine
Shrink-wrap Machine
Textbook tape



BACK OF WAREHOUSE 

(EXCESS SURPLUS, IN GRADE LEVEL ORDER AND ANCILLARY 

MATERIALS)

GRADE 1 GRADE 2

GRADE 3 GRADE 4

GRADE 5 GRADE 6

GRADE 7 GRADE 8

BILINGUAL GR. K-3 VISUALLY IMPAIRED

BILINGUAL GR. 4-6 BAND

BILINGUAL ANCILLARY ANCILLARY

HIGH SCHOOL ELECTIVES HIGH SCHOOL ELECTIVES

HIGH SCHOOL ELECTIVES HIGH SCHOOL ELECTIVES

HIGH SCHOOL SPANISH HIGH SCHOOL HISTORY

HIGH SCHOOL FOREIGN 

LANGUAGE
HIGH SCHOOL SCIENCE

HIGH SCHOOL ENGLISH HIGH SCHOOL MATH

FRONT OF WAREHOUSE

(RECEIVING DOCK AREA)

PRINCIPLES OF TEXTBOOK WAREHOUSING



Warehouse Layout

PRINCIPLES OF TEXTBOOK WAREHOUSING



PRINCIPLES OF TEXTBOOK WAREHOUSING

Label all racks / bins and 

create pallet count sheets for 

easy identification of 

materials stored in racks



Warehousing and Distribution

Begin restocking by grade level and subject



Warehousing and Distribution

If there is room, organize the band books



Warehousing and Distribution

Keep the equipment on a maintenance plan



Warehousing and Distribution

Make sure ladders and carts are available



Warehousing and Distribution

Purchase a banding and shrink-wrap machine



Warehousing and Distribution

Inventory Control

Physical Inventory

Annual

Monthly Cycle Counts

Type of Inventory System

Automated - Hayes System

Home grown / developed

Ledger System

Bar Code capabilities



Warehousing and Distribution

Warehouse Inventory

+ School Inventory

Total District Inventory

State Inventory

- Total District Inventory

Supplement your lost inventory with used textbooks or 

purchase new ones from publishers.

Manage your inventory dollars

Lost Inventory  =  $$$$
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HISD ANNUAL ACTIVITY CALENDAR

JANUARY

ÅSubmit second semester supplemental orders

ÅPrepare Out of Adoption for Pick up / Donation

FEBRUARY ïMARCH

ÅVerify and submit Annual 

ÅTextbook Order to Textbook Operations for the upcoming school year

APRIL ïMAY

ÅAttend Campus Textbook Coordinator In-Service

ÅReceive Year-End Inventory Worksheets for completion by the end of the school year

JUNE ïJULY

ÅCollect and store textbooks for physical audit

ÅPrepare textbooks (Surplus, Worn Out/ Damaged) for return to the Warehouse

ÅConduct inventory of all State owned textbooks and Teacher Editions

ÅSubmit completed inventory to the Textbook Operations Department by the deadline

ÅDesignate personnel and location to receive Textbook Annual Order shipments

AUGUST

ÅSubmit supplemental Orders for changes in enrollment

ÅReceive and verify shipments; note discrepancies

SEPTEMBER ïOCTOBER

ÅPayment of Lost Textbook Bill

ÅSubmit Additional Supplemental Orders

NOVEMBER

ÅPrepare for second semester textbook requirements

DECEMBER

ÅConduct mid-year inventory of all textbooks



19

PRINCIPLES OF TEXTBOOK WAREHOUSING

ÅThe authority to manage textbooks at the 

campus level is delegated to the Campus 

Textbook Coordinator appointed by the 

school principal. The expectation is that 

well -defined policies and procedures will 

be consistently implemented.

ÅThe Campus Textbook Coordinator is 

responsible for ensuring all textbooks are 

available in adequate quantities to meet 

the needs of students and teachers while 

maintaining accurate documentation.


