® CoursePack Order Form
a n u Copyright clearance generally takes 2 - 4 weeks, but can take up to 8 weeks.

Please submit your COMPLETE order form as early as possible to
www.xanedu.com allow publishers time to respond to your permission requests.

[0 New [] Readopt

CoursePack Due Date:

University/School Campus/Department/Bookstore

First Day of Class Expected Enroliment # of Desk Copies Order Quantity PO number

Term/Semester [JWinter []Spring [1Summer []Fall Do you require a price approval prior to production? [JYes [No
Year:

Course name as you want it to appear on CoursePack cover Course Number

Name of instructor as you want it to appear on CoursePack cover Name of Contact at Bookstore/Institution

Instructor email address Email address

Instructor telephone number ( ) Telephone number ( )

Instructor’s Discipline: []Business [] Education [] Humanities [] Nursing [] Science [] Social Sciences [] Other/Unknown

Readopt — has this CoursePack been produced by XanEdu before? []Yes [No
If “Yes”, provide previous Course Number and Term/Semester (or previous CoursePack ID# if known):

Is this CoursePack an exact duplicate (same format/production) of the previous version, or have you revised?
[CJExact Duplicate — Sign “CoursePack Production Agreement” [JRevised — Complete “New Production” and “Citation Form” and sign below

CoursePack Production Agreement

| authorize XanEdu Custom Publishing (XanEdu) to use the specifications indicated on this form to produce a CoursePack. | have attached a
complete bibliography or provided complete citation information for all desired content, and | have included all production details.

| request that XanEdu secure copyright permissions for all items cited except those listed as “instructor’'s work” or “Public Domain” (subject to
verification by XanEdu). | understand that this process can take up to 8 weeks, and | understand that incomplete order and/or citation
information can delay CoursePack production and delivery.

Signature Date
New Production

Delivery Method Print Instructions cHECK ALL THAT APPLY Binding
[] Digital+ Print [ 1-sided [ Tape (10-125 sheets default binding)

(online access plus packaged print copy) [ 2-sided [] Staple (2-50 sheets)
[ Print (packaged print copy only) [] Pagination [ Comb (20-350 sheets)
[ Digital (online access w/ desktop printing) [1 Table of Contents (TOC) [1 Coil (20-260 sheets)
L] Other [ Bibliography [J 3-Hole Punch

[ Shrink Wrap (must be checked to receive
shrink wrapped CoursePacks)

Cover [] XanEdu Cover [] Custom Cover (Instructor provided hard copy or PDF. Please provide addt’| details under “Instructions/Comments.”)

Purchase Method [] Bookstore (purchase through bookstore) [] Bulk (Dept buys, distributes to students) [] Online via www.xanedu.com

Instructions/Comments If your CoursePack includes any special production requirements, please indicate (i.e. custom cover instructions; slipsheets
or divider pages; inclusion of handwritten notes):

« Please complete Citation Form on the next page, or attach/supply a complete reading list (Word document or PDF preferred) that
includes all required information.

+ Be prepared to submit electronic files OR printed copies of your NEW content. Electronic files should be emailed, and printed copies
sent via mail or courier, to your XanEdu Account Service Manager as soon as possible — delays directly affect your delivery date.

« If you are including an article from an essay collection or anthology, please list the original source or include a photocopy of the
credit/acknowledgements page from the book with your order form.

Submit your completed Order and Citation Forms to: For assistance please call your bookstore manager or contact:
Email cporders@xanedu.com XanEdu Customer Service
Fax (888)802-5734 (800)218-5971

XanEdu, Part of National Archive Publishing Company
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)( dil E d u’ Citation Form

www.xanedu.com

Create your course reading list, syllabus, bibliography, or list of citation information for the content in your CoursePack. Feel free to use
these samples as a guide, or complete the form fields below. Print and attach additional pages as necessary. Thank you for your order!

Samples: Chapter within a book: Clark, Kenneth. “Heroic Materialism.” Civilization. New York: Harper, 1969. 321-47. (Clark 321).

Business case: National Cranberry Cooperative. Miller, Jeffrey G.; Olsen, R. Paul. Iss. August 1. Case No. 9-675-014. Harvard Business
School Publishing, (11 pages).

Journal or magazine article: Tipton, Carole. “Better Discipline for Big Schools.” Education Digest Dec. 1995: 23-25. (Tipton 24).

Note: If you are including an article from an essay collection or anthology, please list the original source or include a photocopy of the
credit/acknowledgements page from the book with your order form. XanEdu cannot copyright clear from an anthology without the
original source.

Book/Journal Title (Required) Anthology? [1Yes [CONo If YES, add ORIGINAL SOURCE | ISBN/ISSN (Appreciated)

Author/Editor/Translator of Book (Required) Publisher/Rights holder (Required)

Chapter/Article Name (Required) Author of Chapter/Article (Required, If Applicable)

Case/Reprint # Page numbers (Required - actual pg #s)

For Website articles—Supply Web URL/address From to

Copyright Year | Publication Year (if different) | Volume Edition | Out-of-print? [1Yes [INo
*ORIGINAL SOURCE (if from an anthology)

Original Source Title Author Publisher Copyright Year

Book/Journal Title (Required) Anthology? [1Yes [ONo If YES, add ORIGINAL SOURCE | ISBN/ISSN (Appreciated)

Author/Editor/Translator of Book (Required) Publisher/Rights holder (Required)

Chapter/Article Name (Required) Author of Chapter/Article (Required, If Applicable)

Case/Reprint # Page numbers (Required - actual pg #s)

For Website articles—Supply Web URL/address From to

Copyright Year | Publication Year (if different) | Volume Edition | Out-of-print? [1Yes [INo
*ORIGINAL SOURCE (if from an anthology)

Original Source Title Author Publisher Copyright Year

Book/Journal Title (Required) Anthology? [1Yes [ONo If YES, add ORIGINAL SOURCE | ISBN/ISSN (Appreciated)

Author/Editor/Translator of Book (Required) Publisher/Rights holder (Required)

Chapter/Article Name (Required) Author of Chapter/Article (Required, If Applicable)

Case/Reprint # Page numbers (Required - actual pg #s)

For Website articles—Supply Web URL/address From to

Copyright Year | Publication Year (if different) | Volume Edition | Out-of-print? [1Yes [INo
*ORIGINAL SOURCE (if from an anthology)

Original Source Title Author Publisher Copyright Year

Book/Journal Title (Required) Anthology? [1Yes [ONo If YES, add ORIGINAL SOURCE | ISBN/ISSN (Appreciated)

Author/Editor/Translator of Book (Required) Publisher/Rights holder (Required)
Chapter/Article Name (Required) Author of Chapter/Article (Required, If Applicable)
Case/Reprint # Page numbers (Required - actual pg #s)
For Website articles—Supply Web URL/address From to
Copyright Year | Publication Year (if different) | Volume Edition | Out-of-print? [1Yes [INo
*ORIGINAL SOURCE (if from an anthology)
Original Source Title Author Publisher Copyright Year
Submit your completed Order and Citation Forms to: For assistance contact:
Email cporders@xanedu.com XanEdu Customer Service
Fax (888)802-5734 (800)218-5971

XanEdu, Part of the National Archive Publishing Company
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