PUBLICATION REQUEST 
(CHFS-1210)

PROCEDURAL INSTRUCTIONS

The Publication Request form or CHFS-1210 is to be used when submitting an order to the Publication Library located at Frankfort Habilitation, 3755 Lawrenceburg Road, Frankfort, Kentucky 40601-8412.  Pamphlet orders are only accepted by mail or by faxing the Pamphlet Library at (502) 227-7191.  Telephone requests are not accepted. 

Following is the procedures for submitting an order request to obtain pamphlet material as outlined on the CHFS-1210, Publication Request form:

Date of Request:  Requestor is to enter the date the Publication Request form is completed.
Person Ordering Pamphlet Material: Requestor must enter full name on request form.  This will ensure the Pamphlet Library staff send requested material to correct person or has a name to use if telephone communication is necessary.
Health Department, Organization, Agency, School:  Requestor must enter the full name (no acronyms or abbreviations) of the health department, organization, agency or school that is requesting the pamphlet material.

Physical Street Address:  Request must enter the complete physical address of the health department, organization, agency or school as post office boxes are not accepted. 

City:  Enter the city associated with the physical street address.  No abbreviations.

State:  Enter the two-character state abbreviation associated with the physical street address.

ZIP:  Enter the zip code associated with the physical street address. If known, please also include the extra 4-digits.

Phone Number:  Including area code, enter the requestor’s telephone number.

Extension:  Enter the telephone extension of the requestor, if applicable. 

Purpose for Request:  Requestor should enter the reason or purpose for submitting request.

Quantity Requested:  Requestor must enter the total number of each pamphlet being requested.  Only one pamphlet per line should be entered.

Title of Pamphlet:  Requestor must enter the correct title of the pamphlet being requested. Please be sure to enter one pamphlet per line. 

The remaining section of the Publication Request form is completed by Pamphlet Library staff.  This includes:

Quantity Shipped to Requestor – the total number of the requested pamphlet actually shipped to requestor; 
Supply NOT available for full shipment – checked when a full request for a pamphlet is not available; 
Please call Pamphlet Library to discuss order – checked when a pamphlet is not available and/or if pamphlet library staff need to discuss further due to a full order not available for shipment ; and 
Initials of Pamphlet Library staff processing order – Enter initials of the pamphlet library. 

In the upper right-hand corner of Publication Request form; Pamphlet Library staff enters the date the order was shipped to the requestor. 

NOTE:  Only the current publication request form may be used when ordering and if a large number of pamphlets are ordered and supply is not available; the requestor will be sent up to five (5) pamphlets and the requestor will need to contact the pamphlet library for further information or submit another order at a later date, if the pamphlet is needed. 

