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Instructional Support Services – Instructional Guide Ordering Process

3. PROCESS AREA/BUSINESS AREA DESCRIPTION

Step 1.0: School staff member determines need for instructional guide

Based upon need and formal staff  requests, the director of School Support,  Intervent ions and 
Assessments wi l l  make avai lable a var iety of instruct ional guides to support MCPS staff  with 
current MCPS curr iculum.

Step 2.0: Authorized staff member visits the DMM Books, Etc. website to 
place online order

Only bui ld ing administrators, staff  development teachers and resource teachers are author ized 
to order instruct ional guides.  The DMM onl ine order form is found at ht tp : / /

www.montgomeryschoo l smd.org/depar tments /mater ia l s /books/ ins t ruc t iona lgu ide_reques t_ fo rm.shtm.  This form 
is used to: 1) submit a request for up to f ive pr inted copies of an instruct ional guide or 2) l ink 
to archive to download guide direct ly to staff  computer.  When request ing pr inted copies, 
school must complete al l  required form f ie lds and cl ick submit to emai l  the request to DMM.  
Once submitted, school should pr int the onl ine receipt for i ts records.  DMM wi l l  ver i fy 
avai labi l i ty of guides and del iver them to the school.

Step 3.0: Is school able to download from DMM web?

If  no, proceed to Step 4.0.  If  yes, skip to Step 5.0.  Cl ick l ink below to vis i t  form:
www.montgomeryschoo l smd.org/depar tments /mater ia l s /books/ ins t ruc t iona lgu ide_reques t_ fo rm.shtm 

Step 4.0: School downloads guide using DMM link to the online 
Curriculum Archive & prints own copies

Vis i t:ht tp : / /www.montgomeryschoo l smd.org/depar tments /deve lopment / resources/cur r i cu lum_arch ive/  for a l ist  
of avai lable guides that can be downloaded direct ly from the web.  Simply choose the guides 
needed from the onl ine archive l ist  provided.  Then fol low the direct ions provided to download 
guide so to pr int them from your own onsite pr inter.

Step 5.0: School places online request for instructional guide to be 
printed and delivered

DMM staff  wi l l  regular ly assess the onl ine form to ensure accuracy and avai labi l i ty.   Staff  wi l l  
c losely watch inventory totals and order addit ional pr inted copies as needed to guarantee 
avai labi l i ty and t imely del iver ies.  They wi l l  a lso make changes as forms are added, changed 
and removed from stock.

Step 6.0: DMM receives online request by email

Step 7.0: Are guides available?

If  no, proceed to Step 8.0.  If  yes, skip to Step 11.0.
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Return to Details 1

Step 8.0: DMM contacts the Department of Curriculum and Instruction 
(DCI) about low quantity and need for reprint

Step 9.0: DCI reprints guide?

If  no, proceed to Step 10.0.  If  yes, skip to Step 12.0.

Step 10.0: DCI informs DMM of discontinued guide

Step 11.0: Inform school that guide is no longer available

This ends the process.

Step 12.0: DCI reprints inventory of instructional guide and sends to DMM

Step 13.0: DMM prepares and sends guide to requesting school

This ends the process.
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