
Refresher Mentor Call 8/2/11
Scenarios for Creating Academic Authorizations

Full-time Tuition & Fees Examples

1.  Client attending Scott (Eastern Iowa) Community College full-time working towards an Associate’s degree.  Eastern Iowa is on a semester basis, which means IVRS will spread the 1-2 years/online annual maximum of $1530.00 over 2 semesters, as we are not funding summer for FFY 2012.  To add your service line item for Fall 2011 you would select the following:  

· IPE Service Category = Training – Vocational/Tech

· Service Line Item = Community Colleges – Tuition & Fees

· Vendor Name = Eastern Iowa Community
(00002109415) 

· Grade Status = 1-2 years/online

· Term Name = Full-time Fall 2011
· Start & End Dates = Automatically populates based on information entered in the academic terms table 

· Service Description = Automatically populates with the Grade Status/Term information from the academic terms table.  You can enter additional information you deem pertinent, for example “Client taking 12 credits”

· Quantity = Automatically populates with 1

· Unit Cost & Total = Automatically populates with $765.00 based on information entered in the academic terms table

Click Save & you are done!

2.  Client attending Bradley University full-time working towards a Bachelor’s degree and has already earned 75 credits. Bradley is on a semester system, which means IVRS will spread the 2 years+ annual maximum of $3024.00 over 2 semesters, as we are not funding summer for FFY 2012.  To add your service line item for Spring 2012 you would select the following:  

·  IPE Service Category = Training – Academic

· Service Line Item = College/University Training – Tuition & Fees

· Vendor Name = Bradley University
(00002101299) 

· Grade Status = 2 years +

· Term Name = Full-time Spring 2012
· Start & End Dates = Automatically populates based on information entered in the academic terms table 

· Service Description = Automatically populates with the Grade Status/Term information from the academic terms table.  You can enter additional information you deem pertinent, for example “Client taking 13 credits”

· Quantity = Automatically populates with 1

· Unit Cost & Total = Automatically populates with $1512.00 based on information entered in the academic terms table

Click Save & you are done!

3.  Client attending Rosalind Franklin University (Chicago Medical School) full-time working towards a DO degree.  Rosalind Franklin is on a quarter system, which means IVRS will spread the Medicine-MD annual maximum of $12,744.00 over 3 quarters, as we are not funding summer for FFY 2012.  To add your service line item for Winter 2011 you would select the following: 

· IPE Service Category = Training – Academic

· Service Line Item = College/University Training – Tuition & Fees

· Vendor Name = Rosalind Franklin Univ
(00002099614) 

· Grade Status = Medicine - MD

· Term Name = Full-time Winter 2011
· Start & End Dates = Automatically populates based on information entered in the academic terms table 

· Service Description = Automatically populates with the Grade Status/Term information from the academic terms table.  You can enter additional information you deem pertinent, for example “Client taking 18 credits”

· Quantity = Automatically populates with 1

· Unit Cost & Total = Automatically populates with $4248.00 based on information entered in the academic terms table

Click Save & you are done!

4.  Client attending Iowa State University full-time working towards a Veterinary Medicine degree.  ISU is on a semester system, which means IVRS will spread the Vet Medicine annual maximum of $7632.00 over 2 semesters, as we are not funding summer for FFY 2012.  To add your service line item for Fall 2011 you would select the following: 

· IPE Service Category = Training – Academic

· Service Line Item = College/University Training – Tuition & Fees

· Vendor Name = Iowa State University
(00002127444) 

· Grade Status = Vet Medicine

· Term Name = Full-time Fall 2011
· Start & End Dates = Automatically populates based on information entered in the academic terms table 

· Service Description = Automatically populates with the Grade Status/Term information from the academic terms table.  You can enter additional information you deem pertinent, for example “Client taking 12 credits”

· Quantity = Automatically populates with 1

· Unit Cost & Total = Automatically populates with $3816.00 based on information entered in the academic terms table

Click Save & you are done!

5.  Client attending Drake University full-time working towards a Law degree.  Drake is on a semester system, which means IVRS will spread the Law annual maximum of $10,776.00 over 2 semesters, as we are not funding summer for FFY 2012.  To add your service line item for Spring 2012 you would select the following: 

· IPE Service Category = Training – Academic

· Service Line Item = College/University Training – Tuition & Fees

· Vendor Name = Drake University
(00002107231) 

· Grade Status = Law

· Term Name = Full-time Spring 2012
· Start & End Dates = Automatically populates based on information entered in the academic terms table 

· Service Description = Automatically populates with the Grade Status/Term information from the academic terms table.  You can enter additional information you deem pertinent, for example “Client taking 14 credits”

· Quantity = Automatically populates with 1

· Unit Cost& Total = Automatically populates with $5388.00 based on information entered in the academic terms table

Click Save & you are done!

Part-time Tuition & Fees Examples

1.  Client attending AIB part-time working towards an Associates degree.  AIB is on a quarter system, which means IVRS will spread the 1-2 year/online annual maximum of $1530.00 over 3 quarters, as we are not funding summer for FFY 2012.  At AIB most classes are the equivalent of 4.5 credit hours.  To add your service line for Spring 2012 you would select the following:

· IPE Service Category = Training – Vocational/Tech

· Service Line Item = Vocational School – Tuition & Fees

· Vendor Name = American Inst of Busines
(00002107311) 

· Grade Status = 1-2 year/online

· Term Name = Part-time Spring 2012
· Start & End Dates = Automatically populates based on information entered in the academic terms table 

· Service Description = Automatically populates with the Grade Status/Term information from the academic terms table.  You can enter additional information you deem pertinent, for example “Client taking 2 classes (9 credits)”

· Quantity = Enter a quantity of 9, as PT = 1-12 (1-2 classes) & FT = 13+ credits (3-4 classes)

· Unit Cost = Automatically populates with $39.00 based on information entered in the academic terms table

· Total = Automatically populates with $351.00, which is the 9 credits @ $39.00 per credit

Click Save & you are done!

2.  Client attending Iowa State University working towards a Bachelor’s degree and has already earned 90 credits.  Client is taking 6 credits in the classroom and 6 credits online.  Even though the client is attending full-time, this will need to be set up at two part-time service line items, due to the different rates for regular and online tuition.  However, both service line items can be authorized together on the same authorization.  To add your service line items for Spring 2012 you would select the following:

In-class Service line item 

· IPE Service Category = Training – Academic

· Service Line Item = College/University Training – Tuition & Fees

· Vendor Name = Iowa State University
(00002127444) 

· Grade Status = 2 years +


· Term Name = Part-time Spring 2012
· Start & End Dates = Automatically populates based on information entered in the academic terms table 

· Service Description = Automatically populates with the Grade Status/Term information from the academic terms table.  You can enter additional information you deem pertinent, for example “Client taking 6 credits”

· Quantity = Enter a quantity of 6, as PT = 1-11 & FT = 12+ credits

· Unit Cost = Automatically populates with $126.00 based on information entered in the academic terms table

· Total = Automatically populates with $756.00, which is the 6 credits @ $126.00 per credit

Click Save & you are done!

Online classes Service line item

· IPE Service Category = Training – Academic

· Service Line Item = College/University Training – Tuition & Fees

· Vendor Name = Iowa State University
(00002127444) 

· Grade Status = 1-2 year/online

· Term Name = Part-time Spring 2012
· Start & End Dates = Automatically populates based on information entered in the academic terms table 

· Service Description = Automatically populates with the Grade Status/Term information from the academic terms table.  You can enter additional information you deem pertinent, for example “Client taking 6 credits”

· Quantity = Enter a quantity of 6, as PT = 1-11 & FT = 12+ credits

· Unit Cost = Automatically populates with $51.00 based on information entered in the academic terms table

· Total = Automatically populates with $306.00, which is the 6 credits @ $51.00 per credit

Click Save & you are done!

3.  Client attending Des Moines University part-time working towards a Master of Public Health degree.  The university is on a trimester system, which means IVRS will spread the Graduate annual maximum of $3366.00 over 2 trimesters, as we are not funding summer for FFY 2012.  To add your service line item for Fall 2011 you would select the following: 

· IPE Service Category = Training – Academic

· Service Line Item = College/University Training – Tuition & Fees

· Vendor Name = Des Moines University
(00002107716) 

· Grade Status = Graduate

· Term Name = Part-time Fall 2011 (MPH/MHA)
· Start & End Dates = Automatically populates based on information entered in the academic terms table 

· Service Description = Automatically populates with the Grade Status/Term information from the academic terms table.  You can enter additional information you deem pertinent, for example “Client taking 3 credits”

· Quantity = Enter a quantity of 3, as PT = 1-8 & FT = 9 credits

· Unit Cost = Automatically populates with $187.00 based on information entered in the academic terms table

· Total = Automatically populates with $561.00, which is the 3 credits @ $187.00 per credit

Click Save & you are done!

Flexible Tuition Examples

Instances where you would use the College Course With Flexible Scheduling tuition service line item include when authorizing to schools that do not have a set schedule, such as cosmetology, massage therapy, online schools, etc, or when you choose to spread the annual maximum over all terms a school offers, including summer (Note:  terms and rates set in IRSS assume no funding is provided for summer terms, and the annual maximum is divided over all terms, minus one for summer).
1.  Client will be attending the cosmetology program at La James College in Fort Dodge  in January 2012.  The cosmetology program is 13 months in length with a total cost of $15,975.00.  Cosmetology schools are authorized monthly on a FFY basis, which means we need to calculate a monthly rate at La James and compare it to the IVRS published monthly rate of $127.50 (based on 1-2 year/online annual maximum of $1530.00/12 months) and authorize the lesser of the 2 amounts for Jan-Sept 2012, noting that the remaining 4 months of the program will be authorized using FFY 2013 rates, which will be determined next year.

$15,975.00 * 40% IVRS funding = $6,390.00/13 month program = $491.54 per month.

We would therefore authorize using the $127.50 per month for 9 months = $1,147.50.  You would add your service line item as follows:  

· IPE Service Category = Training – Vocational/Tech

· Service Line Item = College Courses with Flexible Scheduling – Tuition

· Vendor Name = La James College
(00002109483) 

· Start Date = 01/01/2012  (because using Flexible, this field won’t pre-populate so will have to enter manually) 
· End Dates = 09/30/2012 (because using Flexible, this field won’t pre-populate so will have to enter manually)
· Service Description = Cosmetology training: (9) months @ $127.50 per month (because using Flexible, this field won’t pre-populate so will have to enter manually)  

· Quantity = Enter a quantity of 9

· Unit Cost = Enter $127.50

· Total = Automatically populates with $1147.50, which is the 9 months @ $127.50 per month

Click Save & you are done!

2.  Client is attending Universal Tech Institute in Glendale Heights, IL for the Diesel & Industrial Technology core program beginning 9/9/11.  The program is 45 weeks (or 11 months) in length.  A student takes one class at a time with a new class starting every 3 weeks.  The cost of the program is $24,565.00.  Since this program is not on credit hours, we would handle authorizing to UTI on a monthly basis like we do for cosmetology schools.  Therefore, we need to calculate a monthly rate at UTI and compare it to the IVRS published monthly rate (based off on 1-2 year/online annual maximum/12 months) and authorize the lesser of the 2 amounts for September 2011-July 2012.  The monthly rate for FFR 11 is $117.50 and the monthly rate for FFY 12 is $127.50.
$24,565.00 * 40% IVRS funding = $9,826.00/11 month program = $893.27 per month.

We would therefore authorize using the $117.50 for one month & $127.50 per month for 10 months = $1,392.50.  Although this crosses FFYs, since it is not going through the academic terms table in IRSS, we will need to complete 2 separate authorizations.  You would add your service line items, one for 1 month and one for 10 months as follows: 

1st Service line item 

· IPE Service Category = Training – Vocational/Tech

· Service Line Item = College Courses with Flexible Scheduling – Tuition

· Vendor Name = Universal Tech Inst

(00002146513) 

· Start Date = 09/09/2011  (because using Flexible, this field won’t pre-populate so will have to enter manually)


· End Dates = 09/30/2011 (because using Flexible, this field won’t pre-populate so will have to enter manually)


· Service Description = Diesel & Industrial Technology training: (1) month @ $127.50 per month (because using Flexible, this field won’t pre-populate so will have to enter manually)  







· Quantity = Enter a quantity of 1 

· Unit Cost = Enter $117.50

· Total = Automatically populates with $117.50, which is the 1 month @ $117.50 per month





Click Save & you are done!

2nd Service line item

· IPE Service Category = Training – Vocational/Tech

· Service Line Item = College Courses with Flexible Scheduling – Tuition

· Vendor Name = Universal Tech Inst

(00002146513) 

· Start Date = 10/01/2011  (because using Flexible, this field won’t pre-populate so will have to enter manually)
 
· End Dates = 07/31/2012   (because using Flexible, this field won’t pre-populate so will have to enter manually)


· Service Description = Diesel & Industrial Technology training: (10) months @ $127.50 per month  (because using Flexible, this field won’t pre-populate so will have to enter manually)







· Quantity = Enter a quantity of 10
 

· Unit Cost = Enter $127.50

· Total = Automatically populates with $1275.00, which is the 10 months @ $127.50 per month




3.  Client is obtaining their Masters of Arts in Education degree online from the University of Phoenix and taking 3 credits from 9/15-10/19/2011, 3 credits from 10/20-11/23/11 and 3 credits from 11/24-1/11/2012.  Per policy, all online classes will be funded at the 1-2 year/online rate.  Therefore, each credit hour would be authorized at $51.00 each.  You would add each of your 3 service line items as follows:

1st Service line item  

· IPE Service Category = Training – Academic

· Service Line Item = College Courses with Flexible Scheduling – Tuition

· Vendor Name = Apollo Group, Inc - University of Phoenix
(00002144170)  

· Start Date = 9/15/2011 (because using Flexible, this field won’t pre-populate so will have to enter manually)
· End Dates = 10/19/2011 (because using Flexible, this field won’t pre-populate so will have to enter manually)
· Service Description = Online Graduate tuition: (3) credits @ $51.00 per credit  (because using Flexible, this field won’t pre-populate so will have to enter manually)
· Quantity = Enter a quantity of 3

· Unit Cost = Enter $51.00

· Total = Automatically populates with $153.00, which is the 3 credits @ $51.00 per credit

Click Save & you are done!

2nd Service line item

· IPE Service Category = Training – Academic

· Service Line Item = College Courses with Flexible Scheduling – Tuition

· Vendor Name = Apollo Group, Inc - University of Phoenix
(00002144170)  
· Start Date = 10/20/11 (because using Flexible, this field won’t pre-populate so will have to enter manually)
· End Dates = 11/23/11 (because using Flexible, this field won’t pre-populate so will have to enter manually)
· Service Description = Online Graduate tuition: (3) credits @ $51.00 per credit (because using Flexible, this field won’t pre-populate so will have to enter manually)  

· Quantity = Enter a quantity of 3

· Unit Cost = Enter $51.00

· Total = Automatically populates with $153.00, which is the 3 credits @ $51.00 per credit

Click Save & you are done!

3rd Service line item

· IPE Service Category = Training – Academic

· Service Line Item = College Courses with Flexible Scheduling – Tuition

· Vendor Name = Apollo Group, Inc - University of Phoenix
(00002144170)  
· Start Date = 11/24/11 (because using Flexible, this field won’t pre-populate so will have to enter manually)
· End Dates = 01/11/2012 (because using Flexible, this field won’t pre-populate so will have to enter manually)
· Service Description = Online Graduate tuition: (3) credits @ $51.00 per credit  (because using Flexible, this field won’t pre-populate so will have to enter manually)
· Quantity = Enter a quantity of 3

· Unit Cost = Enter $51.00

· Total = Automatically populates with $153.00, which is the 3 credits @ $51.00 per credit

Click Save & you are done!

If the counselor wanted to fund this at the graduate rate, it would be an exception, which just so happens to be the next topic (
Exceptions Tuition Examples

Instances where you use the Tuition & Fees That Require Exception service line item include when authorizing for pro-rated tuition or authorizing for more than the annual maximum to which a client is entitled (which is based on the number of credit hours attending).  While there is no prompt in IRSS when it comes to identifying exceptions, IRSS won’t allow you to exceed the published amounts in the academic terms table and user will receive an error message.  However, flexible tuition does not pull limits from the academic terms table, so user will need to know to do an exception when authorizing more than the individual client’s annual maximum amount. 

A couple things to note with regards to the Tuition & Fees That Require Exception service line item:

· Only supervisors and above IRSS roles can approve exception tuition authorizations

· Tuition & Fees That Require Exception service line is only set up in IRSS for IPE service categories Training - Voc Tech & Training - Academic.

1. In our last part-time example, client is obtaining their Masters of Arts in Education degree online from the University of Phoenix and taking 3 credits from 9/15-10/19/2011, 3 credits from 10/20-11/23/11 and 3 credits from 11/24-1/11/2012.  Per policy, all online classes will be funded at the 1-2 year/online rate.  However, counselor wants to fund client at the Graduate rate of $187.00; this now becomes an exception to policy requiring Supervisory approval.  You would add each of your 3 service line items as follows:

1st Service line item  

· IPE Service Category = Training – Academic

· Service Line Item = Tuition & Fees That Require Exception (note that the service line items are in alpha order so need to scroll to bottom of listing to find)
· Vendor Name = Apollo Group, Inc - University of Phoenix
(00002144170)  
· Grade Status = 1-2 year/online 

· Start Date = 9/15/2011 (because using Exception, this field won’t pre-populate so will have to enter manually)
· End Dates = 10/19/2011 (because using Exception, this field won’t pre-populate so will have to enter manually)
· Service Description = Automatically populates with the Grade Status information from the academic terms table.  You can enter additional information you deem pertinent, although best practice is to include the number of credit hours and the rate.  For example “Online Graduate tuition: (3) credits @ $187.00 per credit”  

· Quantity = Enter a quantity of 1

· Unit Cost = Enter $561.00

· Total = Automatically populates with $561.00, from the amount that was entered in unit cost

Click Save & you are done!

2nd Service line item

·  IPE Service Category = Training – Academic

· Service Line Item = Tuition & Fees That Require Exception 

· Vendor Name = Apollo Group, Inc - University of Phoenix
(00002144170)  
· Grade Status =  1-2 year/online

· Start Date = 10/20/2011 (because using Exception, this field won’t pre-populate so will have to enter manually)
· End Dates = 11/23/2011 (because using Exception, this field won’t pre-populate so will have to enter manually)
· Service Description = Automatically populates with the Grade Status information from the academic terms table.  You can enter additional information you deem pertinent, although best practice is to include the number of credit hours and the rate.  For example “Online Graduate tuition: (3) credits @ $187.00 per credit”  

· Quantity = Enter a quantity of 1

· Unit Cost = Enter $561.00

· Total = Automatically populates with $561.00, from the amount that was entered in unit cost

Click Save & you are done!

3rd Service line item

· IPE Service Category = Training – Academic

· Service Line Item = Tuition & Fees That Require 

· Vendor Name = Apollo Group, Inc - University of Phoenix
(00002144170)  
· Grade Status = 1-2 year/online

· Start Date = 11/24/2011 (because using Exception, this field won’t pre-populate so will have to enter manually)
· End Dates = 01/11/2012 (because using Exception, this field won’t pre-populate so will have to enter manually)
· Service Description = Automatically populates with the Grade Status information from the academic terms table.  You can enter additional information you deem pertinent, although best practice is to include the number of credit hours and the rate.  For example “Online Graduate tuition: (3) credits @ $187.00 per credit”  

· Quantity = Enter a quantity of 1

· Unit Cost = Enter $561.00

· Total = Automatically populates with $561.00, from the amount that was entered in unit cost

Click Save & you are done!

2. Client attending Indian Hills Community College full-time working towards an Associates degree.  However, client was on the waiting list and did not come off until midway through the fall quarter.  This is an exception to policy that requires Supervisory approval, as we will need to pro-rate the tuition.  To add your service line for Fall 2011 you would select the following:  

· IPE Service Category = Training – Vocational/Tech

· Service Line Item = Tuition & Fees That Require Exception 

· Vendor Name = Indian Hills Com College
(00002109381) 

· Grade Status = 1-2 year/online

· Start Date = 10/9/2011 (because using Exception, this field won’t pre-populate so will have to enter manually; use date client came off  list)  

· End Dates = 11/16/2011 (because using Exception, this field won’t pre-populate so will have to enter manually)
· Service Description = Automatically populates with the Grade Status information from the academic terms table.  You can enter additional information you deem pertinent, although best practice is to include the number of credit hours and the rate.  For example “Pro-rated tuition, client full-time taking 15 credits”

· Quantity = Enter a quantity of 1

· Unit Cost = Enter $255.00 (50% of the FT quarter amount of $510, as client came off waiting list midway through the quarter)

· Total = Automatically populates with $255.00 from the amount that was entered in Unit Cost

Click Save & you are done!

3.  Client attending University of Iowa full-time working towards a Doctor of Pharmacy degree.  In FFY 2012, there is no longer a separate grade status for Pharmacy; it now falls under the Graduate grade status, where full-time status funding is based upon 9 credit hours.  Since full-time students in the pharmacy program are charged for 12 credits of tuition by the University, the counselor wants to fund for 12 credits.  In order to authorize funding for the 3 additional credits, this would be an exception to policy that requires Supervisory approval.  To add your service line for Spring 2012 you would select the following:  

· IPE Service Category = 107 Training – Academic

· Service Line Item = Tuition & Fees That Require Exception

· Vendor Name = University of Iowa
(00002129343) 

· Grade Status = Graduate

· Start Date = 01/17/2012  (because using Exception, this field won’t pre-populate so will have to enter manually)
· End Dates = 05/11/2012 (because using Exception, this field won’t pre-populate so will have to enter manually)
· Service Description = Automatically populates with the Grade Status information from the academic terms table.  You can enter additional information you deem pertinent, although best practice is to include the number of credit hours and the rate.  For example “12 credits @ $187.00 per credit”

· Quantity = Enter a quantity of 1

· Unit Cost = Enter $2244.00, which is the part-time per credit Graduate rate of $187.00 * 12 credits

· Total = Automatically populates with $2244.00 from the amount that was entered in Unit Cost

Click Save & you are done!

Note:  other similar examples to this one would be the Dentistry and Chiropractic programs.
Cancellations/Amendments Examples

1. Using Full-time example #2 where client is attending Bradley full-time:

Originally authorized as full-time status with client taking 13 credits; client dropped a class so now only taking 10 credits, which considered part-time and will need a cancellation.  Here are the steps to complete this process:

· Locate the authorization in the client’s case file in IRSS

· Click the Cancel button

· Wipe out what is in the Service Description box & type – Cancel 2 credits @ $126.00

· Enter amount of $252.00 ($126.00*2) in the Adjustment box

Click on Save & you are done!

2.  Using Part-time example #3 where client attending Des Moines University part-time:  Originally authorized as part-time status of 3 credits; client added a class so now taking 6 credits, which is still considered part time and will need an amendment.  Here are the steps to complete this process:

· Locate the authorization in the client’s case file in IRSS

· Click the Amend button

· Wipe out what is in the Service Description box & type – Add 3 credits @ $187.00

· Enter quantity of 3

Click on Save & you are done!

3.  Using Exception example #3 where client attending University of Iowa full-time:  Originally authorized as full-time status of 12 credits; client drops two classes so now only taking 6 credits, which considered part-time and will need a cancellation.  Here are the steps to complete this process:

· Locate the authorization in the client’s case file in IRSS

· Click the Cancel button

· Wipe out what is in the Service Description box & type – Cancel 6 credits @ $187.00

· Enter amount of $1122.00 ($187.00*6) in the Adjustment box

Click on Save & you are done!

Billing Refresher / Tuition Reminders

· For tuition payable to a school, the bill cannot be processed for payment until the drop date has been reached; the drop date is the date at which point a student receives 0% tuition refund if they drop a class for the term. 

· For tuition payable to a client, the bill cannot be processed for payment until the end of the term, unless the client can show proof that payment was made and they do not owe the school any money.  If proof of payment is attached, we can pay the client.

· As a General Rule:  Use end of term date for service received date.

· If school attaches an invoice to the R450, make sure credit hours & total on invoice match credit hours & total authorized on R450.

· Tuition and fees is the only service line item that is allowed to cross FFYs in IRSS.  We pay tuition authorizations from the FFY in which the majority of the service falls.  While there are a few instances where the Fall 2011 term might have more days in FFY 2011, the majority of Fall terms will have more days in FFY 12.  Therefore, as a reminder, those Fall 2011 Tuition & fees authorizations that will be paid from FFY 2012 funds will not be able to be paid until October 1st, which is the beginning date of FFY 12.

· All academic terms prior to FFY 12 have been deactivated in IRSS so that you won’t have such an extensive number of choices to scroll through in the Term drop down list when doing FFY 12 authorizations.  You will still be able to cancel or amend an authorization whose term is now deactivated.  However, if you find you need to do a new authorization for a deactivated term, contact Jyl or Dawn.
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