Procedure for Ordering Condoms and Material for

Health Resource Rooms

All condom requests must be made via e-mail by the principal or Condom Availability Program/Health Resource Room Staff to Gil Douglass gdouglass@schools.nyc.gov  
· A three box minimum of NYC condoms (lifestyles) will be sent if another type is not specified. 

· Durex condoms can also be requested. 

· Polyurethane Condoms can be requested for students allergic to latex

Please copy your principal on all orders. Orders will be delivered to the schools main office to designee’s attention. Please keep in mind that faxed or mailed condom request orders will not be filled.
SAMPLE CONDOM REQUEST ORDER

Jack Smith is the Condom Availability Program designee for Parkside HS.  Mr. Smith prepares the following e-mail:

Date:

xx/xx/xxxx

To:

gildouglass@schools.nyc.gov 
Cc:

Principal  

Subject:

Condom Request Order

_____________________________________________________________________

Parkside High School requests that a shipment (3 boxes) of condoms (request types) be sent to my attention at the address below.

Thank you.

Jack Smith, Guidance Counselor
Parkside High School

2000 Rutherford Ave.

Bronx, New York 00000

(718) 222-2222

District 9

Other Materials:
Literature, posters and videos for Health Resource Room(s) can be obtained by contacting:  gdouglass@schools.nyc.gov 
Updated 7/11
