San Diego Unified School District
Instructional Media Center

Instructional Materials Office
SITE-TO-SITE TEXTBOOK TRANSFER 
FROM (Site Name):  ​                                                            
Location: 
               Rte:            Date:       
  
Requested By: (Site Requester Name, Phone Number, Email):                                                     
 
TO (Site Name):
                                                               Location: 

  
    Rte:



For Site to Site Transfers, including Destiny Transfers: 
1) Prepare document and email to menrique@sandi.net for Secondary schools or yarambula@sandi.net for Elementary schools.
2) List title, ISBN and number of copies and boxes being transferred.

3) Use a copy of the Site-to-Site textbook transfer form to label each box, including box 1 of x, box 2 of x, etc.
4) ALWAYS KEEP SITE-TO-SITE TRANSFERS PHYSICALLY SEPARATED FROM DISCARD PICK-UPS.
5) Keep a copy for your records.

Requester
	Title
	ISBN
	No. of Copies
	No. of Boxes

	
	
	
	

	
	
	
	

	
	
	
	


Release Authorized By Site Staff: __________________________         
Picked up by: (Driver) ____________________________________ 
Date: _______________ No of Boxes: ________
Delivered by: (Driver) ____________________________________
Date: ________________ No of Boxes: ________
Received by:  (Site Staff) _________________________________ 
Date: ________________ No of Boxes: ________
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