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I hereby request new or changes to existing materials distribution services for the distribution of program related materials.  This form is required as part of any printing request submitted to HHS Printing Services that are not picked up by the requestor or delivered as a single shipment to a single destination.
	Requestor/Contact Name
	Agency
	Budget Acct.
	Phone
	Mail Code
	Division/Program

	     
	     
	     
	     
	     
	     

	Supervisor’s Name:
	     
	Supervisor Phone:
	     
	Request:
	 FORMCHECKBOX 
New   FORMCHECKBOX 
Change

	Requestor Signature: 
	
	Date: 
	     

	

	Item Title
	Publication Number
	Order Number
	Distribution Date

	     
	     
	     
	     

	Distribution Plan
	 FORMCHECKBOX 
Ongoing On-Demand Distribution
	 FORMCHECKBOX 
Scheduled (Dates/Timeframe:      )

	Disposal Plan
	Expiration Date ( 2 yrs.):      
	Disposal Method:  FORMCHECKBOX 
Destroy   FORMCHECKBOX 
Recycle   FORMCHECKBOX 
Donate (Attach list of receivers)

	Disposal Plan will not be implemented until confirmation is received.

	Destination Name
	Destination Attention To
	Address or Mail Code

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	Comments:      

	Materials Distribution Approval: 
	
	Date: 
	     

	


Requestor:
Send to HHSC Materials Distribution.
HHSC Materials Distribution will update the document based upon available resources in coordination with the requestor.  If the form is updated by HHSC Materials Distribution, the updated form will be forwarded electronically to the Requestor identified on the form.
The Distribution Date selected must be a minimum of 5 to 10 days after HHS Printing Services has completed printing and preparing the materials for distribution.  The delay from printing should take into consideration the volume of materials to be distributed.

Please forward the completed form to materials.distribution@hhsc.state.tx.us.  If you have any questions regarding completing this form, please contact Materials Distribution at (512) 996-9507 and request to speak with the Materials Distribution Lead or backup.
