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Pre-Count Conference 
�
7KH�SUH�FRXQW�FRQIHUHQFH�LV�D�MRLQW�
FRQIHUHQFH�EHWZHHQ�UXUDO�FDUULHUV�DQG�
PDQDJHUV��5HJDUGOHVV�RI�WKH�W\SH�RI�PDLO�
FRXQW��D�MRLQW�FRQIHUHQFH�PXVW�EH�KHOG�DW�
OHDVW����GD\V�SULRU�WR�WKH�EHJLQQLQJ�RI�WKH�
PDLO�FRXQW���1RWH��7KLV�\HDU�WKH�SUH�FRXQW�
FRQIHUHQFH�PXVW�EH�FRPSOHWHG�QR�ODWHU�WKDQ�
&2%��6HSWHPEHU���������
Ref: M-38 Section 525.11 
�
7KLV�LV�D�YHU\�LPSRUWDQW�HYHQW�EHFDXVH�LW�LV�
PDQDJHPHQW
V�ODVW�RSSRUWXQLW\�WR�LQWURGXFH�
DGPLQLVWUDWLYH�FKDQJHV�LQ�FDUULHU�SURFHGXUHV��
2QFH�WKH�FRQIHUHQFH�LV�FRPSOHWHG��
SURFHGXUHV�DUH�ORFNHG�LQ�WKURXJKRXW�WKH�
FRXQW�DQG�E\�H[WHQVLRQ��WKH�UHPDLQGHU�RI�WKH�
\HDU��XQOHVV�FRUUHVSRQGLQJ�FKDQJHV�DUH�
PDGH�LQ�VDODU\�IRU�DGGLWLRQDO�IXQFWLRQV��
�
1R�FKDQJHV�LQ�FDUULHU�ZRUN�PHWKRGV��FDVLQJ�
HTXLSPHQW��RU�RIILFH�SURFHGXUHV�FDQ�EH�PDGH�
EHWZHHQ�WKH�GDWH�RI�WKH�ORFDO�FRQIHUHQFH�DQG�
WKH�PDLO�FRXQW�XQOHVV�WKHVH�LWHPV�ZHUH�
VSHFLILFDOO\�GLVFXVVHG�DW�WKH�FRQIHUHQFH��
Ref: M-38 Section ����14 
       Step 4 A00R-4A-C 09133135 
       Colts Neck NJ  
       Step 4 G06R-4G-C 09148950 
       Fort Worth, TX     
�
,W�LV�QRW�QHFHVVDU\�WKDW�WKH�FDUULHUV�DJUHH�WR�
WKH�SURSRVHG�FKDQJHV��LW�LV�QHFHVVDU\�RQO\�
WKDW�WKH�SURSRVHG�FKDQJHV�GR�QRW�YLRODWH�
3RVWDO�6HUYLFH�SROLF\�RU�WKH�8636�15/&$�
1DWLRQDO�$JUHHPHQW��
Ref: M-38 Section 525.14.a 
�
7KLV�VHFWLRQ�GRHV�QRW�OLPLW�D�PDQDJHU
V�ULJKW�
WR�PDNH�RSHUDWLRQDO�FKDQJHV�DW�DQ\�RWKHU�
WLPH�RWKHU�WKDQ�WKH�SHULRG�VSHFLILFDOO\�VWDWHG��
Ref: M-38 Section 525.14.b�
�
,W�LV�DGGLWLRQDOO\�LPSRUWDQW�WR�GLVFXVV�FRXQW�
SURFHGXUHV�VR�WKDW�DQ\�SRWHQWLDO�DUHDV�RI�
GLVDJUHHPHQW�FDQ�EH�LGHQWLILHG�DQG�KRSHIXOO\�
UHVROYHG�SULRU�WR�WKH�DFWXDO�FRXQW��
�
5XUDO�FDUULHUV�DUH�ZHOO�DGYLVHG�WR�WDNH�D�SUH�
FRXQW�FRQIHUHQFH�FKHFNOLVW�ZLWK�WKHP�WR�WKH�
ORFDO�FRQIHUHQFH�DQG�PDNH�QRWHV��
�
$Q\�FDUULHU�RQ�OHDYH����GD\V�SULRU�WR�WKH�

EHJLQQLQJ�RI�WKH�FRXQW�PXVW�EH�FRQIHUUHG�ZLWK�
EHIRUH�JRLQJ�RQ�OHDYH�RU�LPPHGLDWHO\�XSRQ�
UHWXUQ��,I�RSHUDWLRQDO�FKDQJHV�DUH�SODQQHG�
ZKLOH�WKH�FDUULHU�LV�RQ�OHDYH��WKH�FRQIHUHQFH�
PXVW�EH�KHOG�XSRQ�WKH�FDUULHU
V�UHWXUQ�WR�GXW\��
ZKHQ�DOO�FKDQJHV�PXVW�EH�H[SODLQHG��
 
Pre-Count Conference Items for 
Discussion 
�

��� &ODULI\�PDLO�SURFHVVLQJ�SURFHGXUHV�RQ�
WKH�GD\�SUHFHGLQJ�WKH�FRXQW�DQG�WKH�
ODVW�GD\�RI�FRXQW��

��� +RZ�WR�XVH�UXUDO�WHPSODWH�IRU�WKH�
PHDVXUHPHQW�RI�PDLO��
Ref: Step 4 H7R-1G-C 5107 
        Springfield, VT  

��� 0DLO�ZLWKGUDZDO�SURFHGXUHV�DQG�
UHFRUGLQJ�RI�'8956�LI�FDUULHU�LV�
UHTXLUHG�WR�UHFRUG�YROXPH���

��� &DUULHUV�KDYH�WKH�ULJKW�WR�REVHUYH�PDLO�
FRXQW�RQ�WKHLU�UHOLHI�GD\V�RU�ZKHQ�WKH\�
DUH�RQ�DQQXDO�OHDYH��

��� &DUULHUV�KDYH�WKH�ULJKW�WR�FRXQW�WKHLU�
RZQ�PDLO�IRU�YHULILFDWLRQ�ZKLOH�LQ�DQ�RQ�
GXW\�VWDWXV��

��� 5HYLHZ�RI�36�)RUP������ZLWK�DQ�
XQGHUVWDQGLQJ�RI�GHILQLWLRQV��)RUPV�
PXVW�EH�DYDLODEOH�WR�FDUULHUV�GDLO\��
XSRQ�UHTXHVW��EHIRUH�WKH�PDLO�LV�
WUD\HG�RU�VWUDSSHG�RXW��

��� &XW�RII�WLPHV�IRU�PDLO��
��� ,PSOHPHQWDWLRQ�RI��'LUHFWV���
��� 'HSRVLWLQJ�RI�&)6�PDLO��KROG�PDLO��

JHWWLQJ�VWDPS�ER[��HWF��
����&OHUN�6XSHUYLVRU�LQWHUUXSWLRQV�IRU�

RIILFLDO�EXVLQHVV��EHLQJ�FDOOHG�WR�WKH�
SKRQH�RU�FRXQWHU��HWF��

����&ROOHFWLRQ�ER[HV��FROOHFWLRQ�
FRPSDUWPHQWV�LQ�&%8
V��DQG�SDUFHO�
ORFNHUV��

����'LVPRXQWV�DQG�GLVPRXQW�GLVWDQFH��
+HDY\�YROXPH�GD\V�PD\�UHTXLUH�PRUH�
WKDQ�RQH�WULS��

����3URSHU�FUHGLW�IRU�FROOHFWHG�PDLO��
D�� )RU�PRUH�WKDQ���VHSDUDWLRQV�

5HI��6WHS�4 H7R-4B-C 29248  
                        Rochester, Ml  

E�� )URP�FROOHFWLRQ�ER[HV��
F�� )URP�FROOHFWLRQ�

VORWV�FRPSDUWPHQWV��
G�� %XQGOHG�PDLO��



15/&$�0$,/�&2817�*8,'(�������������������������������������������������������������������������������6HSWHPEHU������
 

H�� &HUWLILHG�DQG�UHJLVWHUHG�PDLO��
I�� ([SUHVV�PDLO��
J�� 3DUFHOV�FROOHFWHG�RQ�WKH�URXWH��
K�� 3UH�SDLG�SDUFHOV�FROOHFWHG�

����/RDGLQJ�SURFHGXUHV��LQFOXGLQJ�WLPH�IRU�
PRYLQJ�YHKLFOH�LI�LW�LV�QRW�ORDGHG�RU�
XQORDGHG�ZKHUH�LW�LV�SDUNHG��

����,QWHUPHGLDWH�RIILFH�SURFHGXUHV�IRU�
URXWHV�WKDW�ZRUN�RXW�RI�PRUH�WKDQ�RQH�
RIILFH��

����0LVWKURZV��
����0DUN�XSV��

D�� %XQGOH�
E�� ,QGLYLGXDO�

Ref: PO-603, 535.12 
        DMM 507.1.4.1  

����&2$V�DQG������ODEHOV. 
Ref: PO-603, 535.12, as revised. 

����&UHGLW�IRU�GHWDFKHG�ODEHO�PDLOLQJV��
����/RFNHG�SRXFK�ZKHQ�WUDQVSRUWLQJ�

XQVRUWHG�PDLO�IURP�RQH�SRVW�RIILFH�WR�
DQRWKHU��

����+LJK�2SWLRQ�/HDYH�&RPPLWPHQW��
����6DIHW\�7DONV��DFWXDO�WLPH��

DSSUR[LPDWHO\�ILYH�PLQXWHV���,I�WZR�
VDIHW\�WDONV�DUH�JLYHQ��FRPSHQVDWLRQ�
PXVW�EH�JLYHQ�IRU�ERWK��

����$Q\�UHTXLUHG�IXQFWLRQV�IRU�6DWXUGD\�
FORVHRXWV�PXVW�EH�FUHGLWHG��

����3URFHGXUHV�DQG�WLPH�YDOXHV�IRU�8636�
YHKLFOHV��$YHUDJH�GDLO\�PLOHDJH�
GHYLDWLRQ�IRU�IXHOLQJ�XS�WKH�//9�PXVW�
EH�DGGHG�WR�WKH�URXWH�PLOHDJH�RQ�36�
)RUP�������

����'HOLYHU\�SRLQW�VHTXHQFH�OHWWHUV��'36��
LVVXHV��

D�� 3URSHU�FUHGLW�IRU�
PLVVHTXHQFHG��PLVVRUWHG��
PLVVHQW��³000´�PDLO�
Ref: Step 4  
B95R-4B-C 02237945  

E�� 3URSHU�FUHGLW�IRU�RYHUVL]HG�
OHWWHU��RYHU�������LQFKHV��
SURFHVVHG�ZLWK�'36�OHWWHU�
PDLO��

����'36�)ODWV��)66��SURFHGXUHV�
Ref: DPS Flats Implementation Procedures, 1-
29-2010 

����36�)RUP�������6KLSPHQW�
&RQILUPDWLRQ�$FFHSWDQFH�1RWLFH�
�6&$1��  
Ref: Sample PS Form 5630  

����3UHSDLG�$FFHSWDQFH�6FDQV�
8636�7UDFNLQJ�1XPEHU�%DU�&RGHV�
�39,�ODEHO���

����$GXOW�6LJQDWXUH�6HUYLFHV�
D�� Adult Signature Required:�

5HTXLUHV�WKH�VLJQDWXUH�RI�
VRPHRQH����\HDUV�RI�DJH�RU�
ROGHU�DW�WKH�UHFLSLHQW�DGGUHVV��
5HTXLUHV�YHULILFDWLRQ�RI�DJH�E\�
GHOLYHU\�HPSOR\HH�

E�� Adult Signature Restricted 
Delivery:�UHTXLUHV�GHOLYHU\�RI�
PDLO�SLHFH�WR�DGGUHVVHH��RU�
DXWKRUL]HG�DJHQW��ZKR�LV�RYHU�
���\HDUV�RI�DJH��5HTXLUHV�
YHULILFDWLRQ�RI�DJH�DQG�LGHQWLW\�
E\�GHOLYHU\�HPSOR\HH��

����&DUULHU�3LFNXS�6WDQGDUG��
Ref: National Grievance Settlement 
       Q00R-4Q-C 08030088 
       Washington DC  

����6HUYLFH�WDONV��DFWXDO�WLPH��
����'R�1RW�%HQG�RU�)ROG�LWHPV�WKDW�FDQQRW�

EH�FDVHG�ZLWK�RWKHU�PDLO��
Ref: DMM 601.50 

����$GGLWLRQDO�WLPH�WR�SLFN�XS�DQG�UHWXUQ�
VFDQQHU�LI�QRW�LQ�FRQMXQFWLRQ�ZLWK�RWKHU�
DFWLYLWLHV�DQG�QRW�ZLWKLQ�D�UHDVRQDEOH�
GLVWDQFH��
Ref: Step 4 E00R-4E-C08212472 
        Mesa, AZ  

����5XUDO�%R[KROGHU�1RQ�'HOLYHU\�
5HTXHVW��5%15��   
Ref: PO-603 322.23 

����9LOODJH�3RVW�2IILFH��932��SURFHGXUHV��
LI�DSSOLFDEOH�

����$Q\�RWKHU�ORFDO�UHTXLUHPHQW�WKDW�
KDSSHQV�RQ�D�UHJXODU�EDVLV��GDLO\�RU�
ZHHNO\���
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Pre-Count Conference Checklist 
 

�
7KH�3UH�&RXQW�&RQIHUHQFH�ZDV�KHOG�RQ� � � � �
�
7KH�LVVXHV�KDYH�EHHQ�GLVFXVVHG�DQG�DJUHHG�XSRQ�DV�OLVWHG��
�
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�
3RVW�2IILFH�
�
�
6XSHUYLVRU�3RVWPDVWHU�
�� � � � � �6LJQDWXUH��
� � � � � � � �
5XUDO�&DUULHU�
� � � � � �6LJQDWXUH��
�
5RXWH�
�


