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Amendment Transmittal 
 
A Reason for Amendment 

 
Subparagraph 2 C has been amended to provide policy and procedure for County Offices to use 
extensions and customer registers during periods of heavy workload or computer failures. 
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Par. 2 
*--2 Determining Final or Closing Date, Remittance Date, and Extensions--* 
 

A Final or Closing Date 
 

If a final or closing date falls on a: 
 

 workday, that date shall apply 
 

 day on which the applicable Field Office or National Office is not open for business 
during normal workhours, extend the date to COB on the next workday. 

 
When computing the final or closing date, exclude the day of mailing if the action required is 
within a prescribed number of days after the notice is mailed. 

 
B Action Performed by Mail 

 
Consider an action to have been taken within the prescribed period if the final or closing date 
falls on a: 

 
 workday and the mail shows a USPS postmark no later than that day 

 
 nonworkday and the mail shows a USPS postmark no later than the next workday. 

 
Do not accept postage meter date-stamping. 

 
 *--C Extensions and Use of Register 

 
If program provisions set a final signup, reporting, filing or other date and heavy workload or 
computer failure makes processing the prescribed forms impossible; County Offices may 
request an extension and the use of a customer register through the State Office. 
 
Customers may request to be placed on a register by: 
 
 visiting the County Office 
 telephone 
 FAX 
 e-mail 
 mail.--* 
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Par. 2 
*--2 Determining Final or Closing Date, Remittance Date, and Extensions (Continued)--* 
 

 C Extensions and Use of Register (Continued) 
 

County Office shall: 
 
 enter the customer’s name on the register and document the method by which it was 

received 
 
 have each registrant provide as much preliminary information as possible about each 

farm involved 
 
 schedule an appointment for the customer allowing adequate time to process all 

prescribed forms and obtain required signatures prior to established timeline 
 
 date each form with the date it is actually filed and cross-reference it to the register.--* 

 
3  Using Appointment Process 
 

A Policy 
 

County Offices are encouraged to use appointments for program signup and acreage 
certification. 

 
B Advantages 

 
Properly handled, the appointment process: 

 
 permits Service Centers to prepare for the operator’s visit 

 
 eliminates the need for producers to waste time in lines and make multiple trips to the 

Service Center 
 

 improves public relations 
 

 provides a more businesslike atmosphere. 
 

C Cautions 
 

County Offices that use the appointment process shall: 
 

 ensure that the rules for making appointments are well publicized 
 

 give every producer a chance to make an appointment 
 

 give priority to servicing appointments without ignoring walk-in traffic 
 

 schedule appointments so that enough time is allowed at the end of signup to reschedule 
those producers who had to cancel. 
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