
Per policy ACD 305-05, “It is not the ASU Bookstore’s responsibility to furnish desk copies of 
textbooks used in a class. The course instructor is responsible for securing desk copies in 
advance of need from the publisher.” 

To order desk copies, check directly at the publisher’s website and search for “desk copies” or 
“exam copies.” They will provide information on how they want you to place an order. If 
department approval or request on letterhead is needed, feel free to use the form that follows. 

 Should you need further assistance, please contact SHPRSFrontDesk@asu.edu.  

 



      Desk Copy Request

Semester

Date:

Instructor: 

Course:

ISBN#:  

Title:

Edition/Copyright Year: 

Publisher Name and FAX Number: 

Paperback:  Copies:

I have advised the ASU Book Store; the book noted above has been adopted as a required textbook 
which has an estimated enrollment of _____ students. Please mail _____ desk copies 
for the instructor and /or teaching assistant with all relevant books and materials 
concerning the above course.

Requester Signature

School of Historical, Philosophical and Religious Studies 
The College 
PO Box 874302, Tempe, AZ 
976 South Forest Mall 85287-4302
Tempe, AZ  85287-4302

SHPRS ATTN: 
SHPRSFrontDesk@asu.edu 
Arizona State University 
PO Box 874302
Tempe, AZ 85287-4302
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