PROCESS FOR ORDERING TRAINING MATERIALS
1. CALL KEN BROWN, FEMA PRINTING OFFICER, AT FEMA HQ - 202-646-2649.  ASK HIM FOR A LIST OF GPO APPROVED PRINTERS IN YOUR AREA.  CALL THE PRINTER, TELL HIM/HER WHAT YOUR REQUIREMENTS ARE (NO. OF PAGES, SINGLE-SIDED, DOUBLE-SIDED, ETC.) TO GET AN APPROXIMATE PRICE. (This contact should be asked meet with you in the JFO or wherever you are, pin that person down on when they will get back to you with a bid. ASAP)
2. PREPARE A 60-1 WITH AS MUCH INFORMATION AS YOU HAVE, E.G. NAME OF VENDOR, ADDRESS, TEL #, CONTACT, ETC.  60-1 MUST BE SIGNED BY SECTION CHIEF, LOG CHIEF AND COMPTROLLER IN THAT ORDER, the DFTO person on site should give this to LOG.  GIVE LOG A COPY OF YOUR MATERIAL AND/OR A CD IF YOU HAVE ONE.  IF YOU’RE LUCKY THE PRINTER WILL PICK UP YOUR ORDER AND ALSO DELIVER IT BACK TO YOU. IF NOT LOG WILL USUALLY TAKE IT TO PRINTER FOR YOU.
3. Please establish an ongoing positive rapport with the DFTO contact and the Logistics person for a cohesive and timely work order placed.  Set definite needs and timetables.
