INSTRUCTIONS FOR
VACCINE ORDER AND ELIGIBILITY WORKSHEET

PUBLIC HEALTH DEPARTMENTS
Our vaccine distributor takes approximately 3weeks to ship your vaccine order from their date of receipt. Orders will not be shipped during holidays.  Notify our office of any dates your office will be closed for vacation, in-service, etc.  Please be aware of these situations when placing your vaccine order. Do not place an order if you plan to be out of the office for an extended period.
PIN - Enter your Kentucky Vaccines for Children Provider Identification Number assigned by the program.

Provider Name - Enter the name of the facility enrolled in the KVP Program.
Address - Enter the complete address for the facility enrolled in the KVP Program.

Report Completed By - Enter the name of the person filling out this form.
Telephone Number - Enter the facility’s telephone number and the extension of the person filling out this form.

Start to End Date - Enter the first day of the reporting period included in this activity report.  This date should be the first day following completion of the last activity report.  Then enter the last (end) date of doses administered that is included in this reporting period.  This will be the date the form is completed, or the day preceding completion of the form.

Doses Requested - Enter the number of doses you are ordering.  Assure that you order enough vaccine to last until your next ordering date.  Due to manufacturing shortages, your order may be shorted by the program based on your usage, physical inventory and doses requested. Different manufacturers offer DTaP, Hepatitis B, Hepatitis A and Hib through the KVP Program. If there is a choice of vaccine manufacturer, the manufacturer will be listed. If you do not write in “Do Not Substitute” we will send any brand we have available. If you write in “Do Not Substitute” and we are out of that particular brand, we will not send any brand of the product.

Previous Inventory - Enter the inventory from your last order form.
Current Inventory - Take a physical count of state-supplied vaccine in stock, and enter this number in the appropriate column.  Do not include any private purchased vaccine in this count.  This count should be the date the form is completed, or the day preceding completion of the form.
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