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1. Please list all textbooks that are to be surplused with all information requested. Paperwork not filled out with 
 The requested information will be returned to your school to be completed.  
2. Textbooks should be boxed in likeness – Please keep all books of the same title together do not mix-match 
 them into random boxes. If surplusing only 1 or 2 copies of a particular textbook, you may create a Misc. box 
3. Please label the boxes. 
4.   Obtain the signature of your principal and your administrator of schools. 
5.   Signed lists should be sent to the Surplus Warehouse. 
6.   The Surplus Textbook Form can be completed and submitted at any time throughout the year.   
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