
FTELD TRIP WORKFLOW PROCESS

Log on to the VCCCD Portal

Go to the Work Life Tab

Select "My Processes" link in the Work Life Tab, then select "Field Trip Request":

io r"ry Processes

VCCCD

Field Trip Request

Enter a Generic Name in the Workflow Specifics Name, and press "Start Workflow", then

Press OK when the message displays:

3n st.tt Workflow

Workflor,+ Name:

VCCCD

Field Trip Request:0

Workflorq Specifics Name: :History 101

Workflotq

Start

Priority field can default to "Normal"

Select "Start Workflow" to begin the process
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ted slrccessfr-rlly,

When the Workflow is started, the Worklist specific name will be what is entered by the
US€f:

lo wor-klist

Field Trip Request 25-O€t-20r2 11 r32r48 AM

From "Worklist", select the field trip form to complete entering the information.
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Form 1 - Field Trip Request Entry - multiple CRNs (up to 12) may be selected:

Iu fi.ld Trip Request Entry

Ins truc tor/Advisor:

Select the Class for vrhich this Field Trip
nrultiple sections for the Field Trip.

* CJass Section 1:

* Class Section 2:

* Class Section 4:

* Oass Section 6:

* Class Section 7:

* dass Section 8:

* Class Section 9:

* dass Section 10:

* Class Section 11:

* AcLMty/Destination:

Kinkella, Susan L.

i is bein,I requested. Select nrore than one Class if there are

term:ZOlZOt College: I CRN 7Di87 Title: History of Anierican lndian '
Term.VA1207 ColfeSe, I CRN 7O966 Title SocrallPo,,o., n,., ,4, 

,,, 
-.

Term: 20'1207 College l CRN: 71262 TitJe: SociallPolitrcl Hist-US r
.':_*-*- .-,,-, -, .

: None

None
.l

None

'101 Chuntash Lane

isoi) ss; reiz

GraY Wolf

,:

;
None

None

l{one

None

Chumash History Museum

* Max Attendees (Informahonal Onty!): :g9g€gg

, * Transportation Is Provided bY

, S College (District-owned vehicle)
: I College (Commercial Travel)

I p ResponsibititY of Student

lyote thatStudents ntay be required to provide their awn trdnsqortdtion to t}re point of
departure-

* Responsible instructor/staff men.rber(s)t 
-tnit 

r.tot
* Date(s) of field trips/excursions: N;;;;b.' ia iiii

1{ rn<rrrt than ort: {iclcl triyt rtr t:xtttr:;ion is indudr':rl ort llris {<trrn, irtdirall; 'se* "t(taclttttl' t.trt thrt
next thtec line.s l>elow- Attach a list of the locations in the nc'-xt ste,p whcn yott x:viltw tbe- form-
fhis list is for apprutver information only, and will nrtt blr, viewable by the student.

None

Irlone

* Address of field trip location::

* Phone No. of field trip location:

- Contact Person at field trip site:

* CC Email Lrst (separate by commas): None
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approvals. Or, select "Save & Close" if you are not done completing the information and
need to return to this process to complete at a later time.

You will return to the workflow process on the Porta!. From "My Worklist", select the field
trip request that you are ready to review and route for approvals.

!o worklist

Termt 2O12O7 Cotleger t CRN; 7O187 ls-rd-l81? i1: 4Q:45 lli
History of American Indian

R!:i)
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The workflow specific name will be updated to the class description of the first CRN selected:



Form 2 - Field Trip Request Review (with Iist of approvers) - option to re-enter information.
!f the workflow is for multiple locations, a list may be attached here:

Class Secticn ?:. - :Llass sectlon J

iniruaot,,qjrii.i kin;lL. susan L.

Class Section 1 lTsrm: ?01207 Ccllege: 1 CRN: 7Oi87 Title: Hist6r'1 af Americaa inCiar i
:-i.i-, :olioz Ccllege: i iixr ios66 r,tle: Sof,ialrPolitrci Hist-u! .

T::m: 201?07 Cgllege: L CR.!i: 7126? T:tle; ScciailFolitlg: l-ltstluS

Non€

tg!-,"-__
ci..* s..ii*-a

Cla.ss Section 4

Llass :ectrcn )

'clas-i SEction 7

ai*; a;ri;s
cias' s;A;; t

Ncne

Nor.e

N;";
tta.n-

id* s;cti"" 10 None

claI-i.d,* 1r 
''N**

Class Section 12 None

nAryity/oJstil;I6;---..-^--.- CiiumJii,ni-"iJiyr'ruitun:
Nax Attende6
transportJicn ii p.*J"i uv

99-c999

Ccllege (Oistrrr orr.,-.i u"f',lit-)
qEsp"ilible in t.u.to.lstaff-m€-b.= -* i;G;a;;*" 

*

please review the aboye information, ard if it is correci, sele{t a Dea&ll'lanager from th€ iisi beicw, and seiect 'Foruard for Approvai'. lf yau need tc chanqe or
re-enter any of the information, select 'Re-Enter Information'.

Pres Complete after selecting the desired option'

I

-i
I

-*--l

Sei€d Deantrl4anager fcr Approvai

,f; iomard far Approval
{:, Re-Enter lnformation

rf morz than one fiekl tripr. *r|#hiaa#, on lhis form, attaclt a lilst af ltx:aliotrs, ;tdtlrxs*. and phue nttmberx b<:10v. This iist 't:;

far approvzr rnforn ation ontY, and vitl not be vtewable by the sludent.

fc*It"b I isiyl&clori:- | cfgy j

Exirs.. Patrbia v
Esns. Fddm
Hrfmrc. lftbgL

au."r' Ar I

Select the "Complete" button when a!! information is entered and ready to be submitted for

approvals. Or, select "Save & Close" if you are not done completing the information and

need to return to this process to complete at a Iater time.

lf the form is returned to re-enter information, the workflow specific name will be changed

to reflect that:
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Daie(s) of 6eld trips.lexcursio*-s November 30. 2012



o
00 Worklist

Organizatton Workflo*
vc{-(]D Returned to Re-Enter

f nf ortnatiorr
HF=dV

Activity
Fteld Tri,

P.iorits,
!loa-a I

Cr€ated
2 3-{>e- 20 t 2
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The original data entered will be displayed, and can be changed as desired:

I" ri"l,t Trip Request Entry

Instruc tor/Advisor:

Select the Class for vrhich lhis Field
nrultiple sections far the Field Trip.

- Class Section 1:

- Ltass SecBon /:

- Class Section 3:

- Class Secdon 4:

* Class Section 5:

* Class Section 6:

* Class Section 7:

* Class Section 8:

'Class Section 9:

'Class Section 10:

+ Class Section 11:

+ Class Secbon 12:

- Achvity/Des tina [ion :

* Max Attendees (Informational Only!):

, * Transportation ls Provided by
, l* coll"g. (District-ortned vehicle)

fi College {Comnrercial Travel)

*.Responsibility of S tudent

* Address of field trip locatiotr::

* Phone No. of field trtp location:

' Contact Person at freld trip site:

* CC Enrail List (separate by commas): li;;"

Kinkella, Sus;n L.

Trip is being requested. Select nrore than one Class if there are

Terrn. 201207 College 1 CRN: 70'187 Trlle. History of Anrerican lndian

Term: 20.l207 College: 1 CRN: 70966 Title. SociallPolilicl Hist'US

r"i* zoiioTc"ir*fr, r cnr.r, zrzoz rirt"l so.i"tlpolrtict HrsrUS

lrjone

None

None

None

None

None

None

I'Jone

None

Chunrash History Museum

i0i Chumash Lane

i805] 555-12'r2

ci"vW"rf

999999

Nate that Students ntay be reguired to provide their outn trdrrsPortation to the point of
departure.

* Responsible instructor/staff menrber(si: lnifructor

- Date(s) oi field trips/excursions: November 30. 2012

ff more than one field trip or excursion is included on this form, indicate 'see attached' on the
nexl three lfures below. All,tth a lisl <.tl the localians in the uext step when you revie>v lhe fonn.
This list is lar appxtver inlonnation only, ttnd will not It<: vi<:wable by the sturlenl"
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Se!ect the "Comolete" button rarhen al! information is pntprpd and readr-r to be suhmitted fo!'Yv...F.v!e ! vve t

approvals. Or, select "Save & Close" if you are not done completing the information and
need to return to this process to complete at a later time.

The Dean/Manager will get a notification email from Workflow that a request is pending
approval:

8

Kev J/51l1b

ta-.

is€4Araad.ido

3frF@

SJrira ti.lC t.bXrqr$l Wdilg &p6fl

: A Field Trip Recust has been rouled 1o y-'ou for Approval in lA'ork1'los'- \-ou may access it cia lhe 'mv ruorlllorv rvorklisr' cbar:nel ic the Work Lite tab of \fr,VCCCD.

LnstrrcroriAdrisor Kiril:ella- Susat L.
,

i WorklistDescription Tem:201307College: ! C.B.\: T0lSlTitle:Historyofamaicarhdim:
: At'tirity;Dcstiution Chmash Historl l,luseurn :

Trarslrorlation is Provided by College (District-o.,raed velicle)

F,<spousiUli 
'iu.tr 

urcu,'iiuificruLrt r Ir".t, ui"u

Cirntact Persof, at t'ield rrip sif. Gral'ltolf



Dean/Manager
will be entered.

approval form will allow approval or disapproval.
lf the workflow is disapproved, it will end at this

lf disapproved, a reason
point.

i Ins truc tor/,A.cl vi sbr ]rinkell=. susan L.

l.;;;;-., r i-IErnr: 
"A1-2O7 

College: 1 CRN: 7OtA7 Title:
iHistory of American Indian
:-fernr: ZOLZOV College: 1 CPJ{: 7A279 Title:
iHonors: Hist l\nl Wontet-r

I _.;Lltsss Secrlon -/
I
I

Class Section 3

Class Section 4

l;;=
l

i"t=
icG
lo;

rTerm. ?O\2O7 College: 1 CRN: 70966 Title:
jSocial/Politicl Hist- US

l}Jone

a;;G;ati"" s :None

,Ac tivi tyl D e s ti n a tio r-r

joatelsy of fietd
jtrips/excursions

Contact Person at field trip
site

:Chumash History Museun:r

I
1

iJuly 3a, ?OtZ
I

dd.;;;;f n"lJ i.ip i"."ii".-, Itot chunrash, Lane
1

lPh.""-N;. "i ti"ra i;ip i;.;il; i(8os) sss- 1212
t

icray Welf
i

Please revieyv tlre above information, and select'Approve' or'Disapprove' belov,r-
If Approved, the fornr will be routed to the President or hls/her proxy for final
approval.

If Disapprowed, please enter a reason for the disapproval in the field provided.

Press Conrplete after selecting the desired option'

,:li Approved - Forward to President for Approval
i€l,Disapproved

Reason for disapprot,al: No districtvehrcles are avarlaUfe onin"iJrt"
. -"-'-'*'--.- -" tr Comptele 

i
Save & Close
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Select the "Complete" button when all information is entered and ready to be subrnitted for'
approvals. Or, select "Save & Close" if you are not done reviewing/approving the
information and need to return to this process to approve at a later time.
Disapproval will send an email to the lnstructor, with the disapprover's user lD and reason
for disapproval:

lt0m:
To:

.,s-ubject:

norep[yOvcccd.edu

bpearce@uccd.edu

Field Trip Request Disapproved

r".t*ciJilAa'iioi
cturr sl"ii",i I

iil; iliili

;Krnkella. Susan l-.

lTerm: 201207 Collese:- ;-: -' ^^::^- -- ,,
i I erm: )'J llU t College:

- 
ir;;";'' iolioi cott"g",

C-'tu\: 1018: Title:
----. -^--^ ;: .Lru\: ,,U^ir'9 -trtle:

Cn-x, :osee r;tte:

History of Arnerical tndian ,

i."iiL.rp.i;ti.iH;;iruS - 
:

:Class Section 4 iNon"

ic"iiiei (oiiiiiir-"iiria i..niir.i

outi(r) of n"ia Upsteicursions - 
iiurt' : r, :o r i

lf the DeanfManager approves the request, it will be forwarded to the President or designee

{Executive Vice President}, and an email will be sent notifying him/her that the item is
pending. The User lD of the first approver will be listed:
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:Contact Person at field trip site iGray Wolf

The Field Trip Request above has been disapproved by bpearce
:

, The disapproval reason is:

, No district vehicles are ar.ailable on that date.



fo:
(a

.eeF \ir{(cd.ed"
&l koi(r

k'fe1 t"rr:T-1i1::'l1f?.fgl:l 
-

a Field Trip Request has treen ror:ted tc:

t r.rruirorr.{a.';soi

'viirUist oescitpri"i,

Acri I'iI-v,Dest ioation

ri""sf."rritio,, is F,Ji'iaia u-'

ytru lbr Appror'al in \iiorkiil0\\'

Kinleila. Suszr [..

iernr: 20llo: colt.'ge, i Crux; :Ots;-

,Chumaslr Hi:toqr \'luseunt

Coi iig. iC"r,"r.rcial Tt lieli

chaurel irr rhe \\'ork LiIe tab of \lvVCC('D

Title: History oLrrmerican Indian

ne.p.rr,:itrle i"ti*itorriti* 
"iii,,bir. 

lLr.,tr.to,

oiiii.l "i niia ii,p.r...*iirri'-. -' ju'i r t. ''l I '
Address oi lleid rrip lmaticn 101 Chumash Lal.'

Phore No, olfield trip lexation (S05) )5:-i]l:
Corrtacl Person at field rrip site Crar \i'oll'

LiS,{\IILI-ER

11
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The Drocidonf nr rlacisnoo IFvarrrtirro \/ira Drocirlontl rnnrnrr:l fnrm rrrill =llnrer rnnrnrrrl rrrres lL,rvvs!.s! -.!L . . LJ.uL..ai gFlJa V-gi -V- a-i -taai ga-V-- qPPa v-q. vr

disapproval. tf disapproved, a reason will be entered. lf the workflow is disapproved, it wilt
end at this point.

a-
' l aa tr,' - t ^- I A,.{.,i-^-ltr)LruLLvI/AuvtSvl

rClass Section 1

:Kinkella, 5usan L.

,-rerm: 201207 College: 1 CRN: 70 187 Title:
,History of ,Anrerican Indian

:Term: 2Al2A7 College: 1 CRN: 70?79 fiilp-:
lHonors: Hist Am UJornen-:'--
,Term: 7Dl2A7 College: 1 CRN: 70966 TtLle:
:social/Polihcl Hist- US

Nrne

Class Section 2

Class Section l

icllass Section 4

Llass Secrron 5 iNone

'Chumash History MuseumAc tivity/Des tina tion

:ri:l1p_9i!11'::::r:ltglr iCollege (Conrmercial Travel)
Responsible instructor/staff I

!Instructor
i

:Date{s) of field

'tripslexcursions
;July 31, 2012

rAddress of field trip location ilot Chumash Lane
--- ---_-_*,, ,^ :

iPhone No. of 6eld trip location i{sosl s55-1212 i

iGray Wolf

:First Approver iusnrqrlle R

Please review the above information, and seiect'Approve' or'Disapprove' beloy,r.
If Approved, the form will be routed to the President or his/her proxy for final
approval.

If Disapproved, please enter a reason for the disapproval in the field provided.

Press Complete after selecting the desired option.

:.'APProved
6 Disapproved

Reasqn for disapproval: Need nrore iniornration about lhe trip
| --..--- li Cancel iI1

'12

Rev 3i31./1.6

Comprete i saveactoie

,site



Select the "Complete" button when done reviewing and ready to be approved. Or, select
"Save & Close" if you are not done reviewing/approving and need to return to this process
to approve at a later time.

!f disapproved, an email to that effect is sent with the disapprover's user lD and reason for
disapproval:

Insrruclor,/Advisor ,Kinkella. Susa-n L.

Ciurr S."riool Ternr: i0i:0: College: I CR\: ;01S- Title: History oiAnrelican lnclrau

:Term: 20120? College: I CR\: 70279 Title: Honors: Hist Arn Wonren

'Class Section 3 :Term: 20i201 College: I CRN: 7C966 Title: Social,?oliticl Hist-US

jClass Section 
-4

Class Section -s :Noae

A"tii'ttyiG;i;6; - 
churnjsh riliioc'*'luseum

Tralsportation is Provided b;, College (bomnerci.rl Tr

i"ip"*iUte instnrctorista ff nrenrbers'llstnrctor

ori.i.l .f f*td iripsleicr,r sions Jul;' 31 , 20 l2

,eaar-ess of freta trip lo"urion iiO I eh""rrsf..r f u,r"

lPhore No. oi fiela trip loiirion (305) 555- l2 t2
t--,-"'--"'t' :-" -'-' r--

icontact Person al field trip site rcray Woll

The Fie1d Trip Request abo'r'e has been disapproved by bpearce

The disapproval reason is:

Need more ir:formation about the trip.
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loi bpeatc€@\rccad.€du

CC:

Subr€ctj fi€id fnp R(quest Orsapp'o?€d



When the request is approved, an email will be sent to the initiator to that effect, showing
both approvers:

:Address of field trip location

Phone No-. of fieta trip locatiou

ctrlii, P*."" at ii.ta tiip rit.

l0l Chumash Lane

(805) 555-1211

Gra-v \Yolf

The Field Trip Request above has beerr Approved.

Approvers:

LIS.q.N.IILLER

PEDDI}IGER
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Sub_!(t frid Trp F€que5l aFl-rr.r.i

:rir"""i"., mi'it"i xinkelia. Susan L.

,Class Section I .Terrn: 201?07 College: I CRN: 701E? Title: Hisroq; of .A.mer'ical lndiar:
'-lerm: 20120? College: I CR\:: ?0iT9 Tjlle: Honors: Hist Arl Wornen

'Tenu: 201?07 College: I CRi.': ?0966 Title: Socral.lPoliticl IIist-US

,None

( llass Sectron -l

:Class Section 3

,Class Seciion 4

Ctais Section s

lAc tiviqviDestination ,Chumash Hlslori- tr f useun
;Transportation is Provided by ,College (Commercial Travel)

lnsmrctoi



Personal Alert Sent to Student
Note: The personal alerts to the students are available from the portal for fourteen days.

The instructor will need to send an email reminder (available from the Portal Faculty Tab,

Manage Field Trip Requests) after seven days if not all students have completed the forms.

6Field Trip Participation Fornt Tertrt: 2012O5 {ollege; 1 {R\: 50593
sTitle: Radiogrphy Sunr Practicurn iTEST)

Click Link to Fill Out Form

Ventura County Community College District

STUOENT PARTICIPATION FORM

Full Personal Alert Message

nLura,
9300{-3?26

15
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i Radiogrphy Sum Practicum

Camnus:

f"'1! ! rF.ir l.i CLr I aqr

Dale(s):

lO Numlrer:

soull

,l

ID: rr,l.Or-
Subiect [!] field Trip pe^icipltion Form Termr 201205 College: 1 CF.flr 50593 Tltle: F,a,l,egrphr Sum praltirunl (TE'5T)

oate: Jul tl,2oL2 1:39t55 PM

ln PROD, this message goes to ID:900307753

Please complete your Fi':,:,1 T1-:p t';rti,rii,!tinn l.,r, n-r



Clrrrlante rrrill ealaal "C..Lmi+ Drr+iainr+inn Cn-*t,JruvsrrLJ yvtrr JgtgLt Ju&rttttt r ot lrLrF,o!tvta I \ra lrr

'y'entura Counh; Communily College District

STUDEI.JT PARTICIPATION FOR&1
' Forrtr Subnlrttiid

j f nanX wu Vour Fornl has tleen sd.)mitted.

L.-.*- -

lf student is a minor, they will only have the option to Print the Student Participation Form
to obtain parent/guardian signature, then submit hard copy form to instructor

Signalure

Our tecords shov, you are a minor and a parent or guardran sronature ts requtred. Please pr
your lnstruclot.

patttiFoe,n,
t ..... .....' '' . '';

lnstructors Can Manage their field trips from the Faculty Self Service Channel in the Portal

Summary (Jass Roster [Early AlertJ
Check Roster
Instructor's Detailed Schedule
Lookup Sdredde
Drop Roster
Post Grades
Degree Evahation

Manage Field Trip Requests |{ewi 
I

Mocrpark Library Or*ine Resources
0C Downloadable Forms
Oxnard Library Online Resources
VC Downloadable Forms
Verttura Library Online Resources
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Faculty Field Trip List

View/Print Roster by CRN

Download Roster to Excel by CRN or Entire Field Trip

Stop/Start Enrollment in the Field Trip

Faculty Field Trip List

Fall 2012
clrurrraslr History Museurir 09/ 75/2072

a

a

a

.:i rprov-J z.r AUr, .2

CRN: 70187 - History of Ameri.sn Indian
CRN: 70279 - Honors: Hist Am Women

cRN: 70966 - socialtPoliticl Hist-us

UCLA Nursing School - 09l15l"oL2

VierJ,Prirlt P.pster Dcyvalcad to Excel Start Enrpllnrent

Vievv,:Prirt Rcster ScrnlcaC to Exrel Start Enrollment

Vier,,r'PriFt Rcgter Downl.E,l to ExaEl Start Enrpllment

Oayrnload Entire Field Trip Roster

Approved 22-AUG-12

CRN: 78105 - Beginning Nursing Lab I
CRN: 78090 - Beginning Nursing Lab I

CRN: 78095 - Beginning Nursing Lab I

CRN: 78100 - Beginning Nursing Lab I

CRN: 72328 - Beginning Nursing Lab i
CRN: 72327 - Beginning Nursing Lab I

cRN: 78044 - Beglnning Nurs"rg Science

CRN: 78077 - Nursing Skills Laboratory I
CRN; 78079 - Nursing Skills Laboratory Il
CRN: 78080 - Nursi,rg Skills Laboratory III
CRN: 78082 - Nursing Skills Laboratory IV
CRN: 70494 - Study Skills/Nursing Students

VieYrr'Frint Roster

V'iewlPrint Rpster

\4€HlPrint Rcster

\.iew/FriFt Roster

\jiew/Print Roster

View/FriRt Roster

ViewlPr!nt Rpste.

View/Priot Roste.

vies/Print Roster

View/Print Rpst€r

VieH/Pritt Rost.r

VievrlFrint Roster

Dofrnlcad to Ex.el Start Enrollment

DownloaC to Excel Start Enrollment

Dswnload to Excel Start Enrollment

Dolvnl"ad to Exrel Stop Enrollment

OownloaC to Excel Stoo Enrollment

Downlcd to Ex.gl Stoo Enrcllment

Downloed to Ex.el Stop Enrollment

Download to Exc€l Stoo Enrollnr€nt

oownload to Excel Stop Earollment

Dorrnload to Ex:el Stop Enrollment

Dswnlo:d to Excel Stoo Errollment

Download to Exel Start Enrollment

Download Entire Field Trio Roster

Field Trip Roster by CRN

Faculty Can:

a

a

a

a

a

View or Print the Roster (Grouped by Participation Form Signed/Not Signed)

Download to excel

Mark Students that Attended

Report Signed Paper Participation Forrns (For Minors, Etc.)

Send a reminder email and Priority Alert to students that have not signed the participation form.
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Sers Craracs Prirrt ths R,n'e: Dor+loa,J to Excei
Field Tftp Rcsiar
FJll:Cl: L-ari'JursrrJSchcc .j'-:'a ;lr:
CtlN 751'-]Lr , E€ainnnc t{rrrs,io L atl !

Attcnded Stu lO Name S,, E."r, Emrg
Contact

ln5 Policy lni Croup Heal:h
lssues

t?. 9f,0J7117ASaralie:i
S'hanC€

shafi,Jiz saraleli1{C$}.lrircd.€du Ar}Crelr
Ja.k5efi

g}JVenna-lral;an;eiBry u...c 
"0,

r,ne lre-:cnesi@rr; vcccd e;u

(:.i5i 5:,{,32 rC€ Fea:ih N.l

"' See Paper Fcrm -' (
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