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Resource Request Policy
1. Purpose
The purpose of this policy is to establish clear guidelines for evaluating requests from academic departments for the acquisition of print and online resources outside of the normal annual ordering processes. The policy ensures that acquisitions are aligned with the academic mission of the institution, meet the needs of the faculty and students, and are a responsible use of the university’s financial resources.
2. Budgeting
During the annual budgeting process, library staff will develop an expected amount that can be spent on requests from department chairs and other administrative leaders. This budget will be considered a subset of the Library Books/Periodicals budget. If costs for recurring expenses in the Library Books/Periodicals budget are greater than anticipated, the subset for Library Books/Periodicals will be reduced.
3. Request Procedure
Request Submission and Format
All requests for purchase or subscription to books, journals, media, or databases should come from a Department Head. Requests should be sent via email to the Library Director, and should include a justification explaining the necessity of the product and what courses or faculty objectives will be enhanced by its acquisition. 
To ensure the correct resource is evaluated, each request should also include the following.
· Resource title(s)
· Author/creator/contributor (if applicable)
· Publisher/vendor
· Desired format (print/online)
· Original faculty requester (if applicable)
Periodical Subscriptions
Library periodical subscriptions are reviewed annually. Requests for periodical additions should be made by Department Heads during this review period. Requests made outside of this review period must demonstrate why the request cannot wait until the next review period.
4. Resource Evaluation
Screening Questions
Upon receiving a request from a Department Head, library staff will begin the resource evaluation process by answering the following screening questions:
· Is this resource freely available online?
· Is there an Open Educational Resource (OER) that is similar in content and could be used instead of this resource?
· Does the library own this resource already? To determine this for online resources, check Search Everything, Publication Finder, and (if applicable) LibKey.io. For print resources, check the Library Catalog.
· Will this resource be used by students, faculty, or both? If the resource will only be used by faculty, would borrowing the resource through MOBIUS or Interlibrary Loan be sufficient to provide access?
· Does the school, department, or instructor already have a spare copy of this resource that could be made available through the library as a Course Reserve? If so, would a course reserve provide adequate access to the resource?
· If multiple copies of a resource are needed for student use, could this resource instead be assigned as a textbook for the course or program?
· Can the library wait to consider this resource until the next annual budget process?
If, after screening, the resource is found to be already available or can be offered in a different way, then this will be communicated to the Department Head by the Library Director, and library staff will connect faculty and students with the resource, either through a library collection, service, or a free online source.
Resource Evaluation
Once screening questions are completed, if a purchase is still under consideration, library staff will gather further information about the resource and evaluate it against the rubric below. Library staff may need to reach out to the Department Head, original faculty requester, or vendor for more information or clarification.
In addition to scoring the resource against the rubric, library staff will also evaluate the financial impact of adding the requested resource on the library’s budget for current and future fiscal years.
Resource Evaluation Rubric
[image: ]
Total Points: _____ / 100
Evaluation Legend:
· 45-50 points: Strong recommendation for purchase.
· 37-44 points: Purchase is recommended but may require further review or budget evaluation.
· 30-36 points: The request should be reconsidered, delayed, or only partially fulfilled, depending on available budget.
· Below 30 points: The request does not meet sufficient criteria for approval.
Approval
If a request scores between 45 and 50 on the rubric, costs less than $500, and fits within the Library Books/Periodicals budget and the subset for purchases of this type, the Library Director will approve the request.
If the request scores between 30 and 44 points on the rubric, exceeds $500, or requires reprioritization or compensatory cuts to the budget, the request will be referred to the Provost/Vice President for Academic Affairs. A recommendation from the Library Director to approve, decline, or delay the acquisition will accompany this request.
If a request scores below 30 points on the rubric, the request will be declined. Requests that score above 30 but cannot fit into the budget for the current fiscal year may instead be reviewed during the budget process for the next fiscal year.
Communication of Decision
The requesting Department Head will be notified by the Library Director within 10 business days of submitting the request, informing them of the decision. The Provost/Vice President for Academic Affairs will be cc’d on the email.
If a request cannot be evaluated fully within 10 business days, this will be communicated to the Department Head in advance of the deadline.
If the request is approved, the library will initiate the acquisition process. If the request is not approved, the Department Head will be given a clear explanation, and alternative resources may be suggested if applicable.
Appeal
Department Heads may request a reconsideration of a decision by emailing the Library Director and cc’ing the Provost/Vice President for Academic Affairs.
5. Acquisition
Once approved, acquired resources will be processed and made available for circulation or electronic access as appropriate.
Estimated timelines for availability are as follows:
· Print materials (books, physical media): Typically become available within 4 to 6 weeks, depending on availability from the vendor and shipping time.
· Electronic materials (e-books, journals, databases): May be available within 1 to 2 weeks, subject to licensing agreements and technical setup. Some electronic resources may be accessible within a few days if provided through existing library platforms or consortia. Databases and large acquisitions may take substantially longer, anywhere from 6 to 10 weeks.
· Rush orders: Department heads should indicate if a request is time-sensitive (e.g., for upcoming courses) on their initial request. The library will attempt to expedite the processing of these acquisitions, however some inputs such as shipping time or vendor processing speed may vary.
The Department head who submitted the request and relevant faculty will be notified when requested items are available for use.
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Criteria 1: Academic Impact 

(Double Score)

This resource will 

significantly enhance 

teaching and learning and is 

directly aligned with course 

curriculum or a key 

academic need within a 

department, school, or 

university.

This resource will enhance 

teaching and learning and is 

moderately aligned with 

course content or 

department or school 

needs.

This resource has limited 

impact on teaching and 

learning and is aligned only 

with a small subset of 

courses or faculty needs.

The resource does not 

enhance or impact the 

teaching or learning 

experience, and is not 

aligned with any courses or 

institutional needs.

Criteria 2: Course 

Relevance (Double Score)

This resource is 

foundational to a discipline 

or is of high relevance to 3 or 

more courses.

This resource is of high 

relevance to 1-2 courses, or 

is of moderate relevance to 

multiple courses.

This resource is of moderate 

relevance to 1 course, or is 

of slight relevance to 

multiple courses.

This resource is unrelated to 

any courses.

Criteria 3: Cost 

Effectiveness (Double 

Score)

This resource offers 

excellent value, and the cost 

is justified relative to its 

potential use and impact. It 

fits within the library’s 

budget.

This resource is moderately 

cost-effective, and the cost 

is justified. It fits within the 

library budget, but limits 

space for other priorities.

The resource is costly 

relative to its expected usage 

and impact, and it presents 

budgetary challenges.

The resource is prohibitively 

expensive or not cost-

effective for the library's 

budget.

Criteria 4: Longevity

This resource is anticipated 

to be used across 3 or more 

years, making it a long-term 

investment. This resource is 

revised or updated 

infrequently, meaning that it 

will remain relevant for an 

extended period of time.

This resource is anticipated 

to be used during the current 

and upcoming academic 

years. No updates or 

revisions are anticipated for 

several years.

This resource will be used 

during the current semester 

or academic year, with no 

further usage anticipated. 

Frequent updates to this 

resource will result in it 

becoming obsolete sooner 

rather than later.

This resource has very 

limited relevance beyond the 

current request and 

immediate future.

Criteria 5: Accessibility and 

Format

This resource is easy to 

access for all students, with 

a digital or physical format 

that accommodates various 

learning needs. Preferred 

formats and licenses are 

available.

The resource is somewhat 

accessible but may require 

additional arrangements for 

certain student populations. 

Some formats or licenses 

may be unavailable.

The resource has limited 

accessibility, requiring 

significant adjustments to 

ensure students can use it 

effectively. License and 

format types are limited, 

creating challenges for 

acquisition.

The resource is inaccessible 

or not available in formats 

that meet diverse student 

needs. Licenses and formats 

are limiting and onerous.

Criteria 6: Alternatives

This resource is unique, and 

no equivalent alternatives 

are available in the library’s 

collection or through other 

sources.

There are a few alternatives 

available, but purchasing 

this resource adds value 

through better content, 

convenience, format, or 

cost.

Similar resources are 

available through the library 

or free online platforms, and 

this resource is only slightly 

better than alternatives.

This resource is readily 

available from the library or 

as an open access online 

resource.

Criteria 7: Non-Course 

Usage

This resource has the 

potential for high use by 

library patons in addition to 

usage from the specific 

course or program it was 

acquired for.

This resource may see 

moderate usage by library 

patrons outside of the 

specific course or program 

it was acquired for.

This resource may see low 

usage by library patrons 

outside of the specific 

course or program it was 

acquired for.

No usage by patrons outside 

of the specific course or 

program this resource was 

acquired for is anticipated.


