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Feel free to use this worksheet while following the presentation.  Make note of any of the bulleted suggestions we discuss that might apply to your institution.
Assess your current step-by-step process.  Look for efficiencies.  What can be streamlined or done from a distance?
· Learners send receipts via email, fax or online web form.

· Make publisher requests for e-text files.

· Check external resources for titles.
· Request a desk copy from publisher.
· Check with library, faculty, academic staff, or bookstore for hard copy.
· Purchase hard copy from local retail bookstore.
· Clean up the files according to learner needs.

· Deliver files using a FTP site or server. 

· Snail mail files burned to a CD.

· Email zipped files.
Do some proactive prep work. What can be planned for in advance?  

· Email learners in advance, asking for requests with or without receipts. 

· Obtain bookstore’s master list of required text for each course.
· Obtain list of learners’ courses from registration system.
· Cross check bookstore list with learners’ registered courses.
· Start a spreadsheet of what might be requested and what files you don’t already have.
· Make publisher requests in advance, whenever possible.

· Obtain hard copies of titles from historically unresponsive publishers, as a backup plan. 

Identify your essential internal and external partners. Who buys books at your school?  Who has relationships with publishers? 
· Track learners’ needs and preferences to save time on clean up.
· Keep track of publisher individual contacts.
· Offer publishers accessible files in exchange for a desk copy.
· Provide publisher a copy of Textbook Agreement as reassurance in exchange for desk copy or files before receipts.
· Be nice to staff that buy books or have connections: Library, Bookstore, Course Development, IT, Faculty, and Communication Dept. (to help with email campaign).
Let technology do your work. Are the files already available somewhere?  Could you use an FTP site? 
· Request e-text files quickly at Access Text Network  www.accesstext.org.
·  Look up publisher contact info at AAP’s  www.publisherlookup.org.
· Search for audio books at www.LearningAlly.org  and consider learner memberships.

· Search for accessible e-text at www.Bookshare.org and consider free learner memberships.
· Search free Alternative Media eXchange Data Base at www.amxdb.net to exchange files.

· Search for files from free eBook sites such as www.Free-eBooks.net or www.GetFreeEbooks.com.  Convert these files into accessible versions. 
· Adjust settings on scanner to perform optical character recognition (OCR) on books with simple, straight text.

· Try a free PDF to Text Converter such as www.free-ocr.com on books with simple, straight text.
· Use OCR in Acrobat to clean up books with simple, straight text.  http://www.adobe.com/products/acrobat/convert-jpeg-scan-ocr-to-pdf.html
· Change OmniPage Pro settings to streamline conversion.
· Brainstorm with IT about FTP sites, servers, folders and other options of delivery.
