ALTERNATE TEXT INSTRUCTIONS
It is very important to start the process of ordering your books in alternate text formats as soon as you have registered for classes.  As you know, it may take anywhere from 3 – 6 weeks for your books to be completely recorded or to obtain an electronic copy from the publisher.  In order to help ensure you receive your alternate text in a timely manner, please follow the steps listed below.  Please do NOT wait until the last minute to request your books in alternate formats.      With more lead time we will be able to serve you better.  Questions and concerns may be directed to Deb at 651-638-6833 or by email disability-services@bethel.edu
	STEP 1

REGISTER


	STEP 2

CONTACT

PROFESSORS


	STEP 3

CONTACT

RFBD

If you do not have an RFBD membership proceed to 

STEP 5


	STEP 4

CONTACT

Communication Center 

at State Services  for the Blind

If you have not been approved for services from the Communication Center proceed to STEP 5
	STEP 5

CONTACT

Bethel Disability Services Office

	STEP 6

RESPONSE

from

Disability Services



	*Graduate/Seminary Students
Contact advisor to obtain information for your next classes.


	Request information about required texts for each course and reading schedules,    if available.

Request:
Book Title

Author

Copyright Date

Edition

Publisher

ISBN

*If the professor has not responded to your request for information within one week please notify our office.


	Recording for the Blind and Dyslexic
www.rfbd.org
1-866-732-3585

Check with RFBD if books have already been recorded.

If books are available,

order books.  


	Check to see if books have already been recorded by the Communication Center, if unavailable from RFBD.

If so, complete the Communication Center’s form to obtain the recorded copy.

Requestor’s Order for Transcribed Materials

Forms are available through the Communication Center or the DS Office.

To request that the Communication Center record a book for you, please allow at least 4 weeks.  You will need to send them your book, reading schedule, and request form.

651-642-0500

 Audio Textbooks

Kabaker@ngwmail. des.state.mn.us 


	Books may be converted through our office by completing the online form. 

Alternate Text Format Request Form

www.bethel.edu/ disability/forms/alternate
Purchase a hard copy of each book and mail  or deliver to:      

Disability Services

3900 Bethel Drive

P.O. 2365, CC427
St. Paul, MN 55112

*Books will be scanned, spiral bound and returned for your use in class, unless other arrangements have been approved.

A request to the publisher for an electronic copy will be submitted by the disability office.
	Upon completion of online form

you will be 

 contacted by the DS Office to 

discuss how the books will be obtained and provided to you.

*NOTE

Alternate Format Use Agreement MUST be signed each year to receive books in alternate text format.




