Submitting Conference Materials in PDF Format
	WHEN:
	As of February 6, 2012



	WHAT:
	· All medical and non-medical conference submissions must be in PDF format.

· Must be submitted to the Department electronically or on a CD on the day of conference [or sooner]

a. electronic submissions should be sent to the AJ and his/her administrative assistant.

b. electronic submissions must have the [Board Number], [Employee Name], [Conf. Date], and [EE/INS Conf. Impartial Med. Pack] in the SUBJECT window


· A hard copy of the conference submissions that is tabbed and indexed will be given to the AJ and to opposing counsel

· Medical and non-medical documents must be kept separated


· Bar code sheets are not necessary for either medical or non-medical submissions  [Bar code sheets are necessary for the DIA Form 140 and 141 [Temp. Conf. Memorandum and Last Best Offer]


· Medical records and reports received after the conference may be submitted in the usual manner. 
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