	2010-2011 WEST HOUSTON CALENDAR

	

	

	

	STATUS
	DATE
	RESPONSIBILITY
	DESCRIPTION

	July 2010

	
	June

28
	President
	Deadline to submit proxy authorization forms to IAAP Headquarters

	
	1
	Everyone
	IAAP Fiscal Year begins

	
	
	President Schedules
	Transition Meeting for transferring files & training new committee chairs.  Select location and food.  Highly Advertise to ALL Chapter Members

	
	
	Treasurer
	Order name badges for 2010 Board

	
	1
	President
	Deadline to submit International – Listing of Committee Chairmen to Intl. Headquarters and send a copy to the Division Secretary

	
	12
	President / VP
	ICC Conference Call 2nd Monday each Quarter

	
	12
	President
	Deadline to submit proxy authorization forms to IAAP Headquarters

	
	
	
	Begin Sharing IAAP $150 Bingo Game

	
	13
	Board
	Board Meeting

	
	
	Board / Chapter
	Discuss November CPS/CAP Exams - August is deadline to register

	
	
	Treasurer
	Begin gathering Tax information for the CPA as soon as the Audit is complete.  The return is filed by November 25.

	
	
	Board / VP
	Begin discussion on Chapter Seminar – set date so can promote, promote

	
	18-22
	President & VP
	Attend as delegate and alternate for the Education Forum and Annual Meeting in Boston, MA

	
	18-22
	Everyone
	Education Forum and Annual Meeting, Hynes Convention Center,

Boston, MA

	
	18
	Everyone
	Attend the Southwest District Caucus 1:30 – 2:30 p.m. Division Caucus immediately following - location to be announced.

	
	19
	Everyone
	Attend the Division Group Photo at 9:50 a.m. at the Hynes Convention Center, location to be announced

	
	19
	Delegate/Alternate
	Attend Division dinner at Maggiano’s 7:00 PM Reservations required through Division President.

	
	27
	Chapter
	Chapter Meeting

	
	27
	By-Laws Chair
	Inform Chapter of International By-Laws Proposed Changes

	
	
	WOE Chair
	Promote to Chapter Table Reservations to WOE Gala in September $70.00

	
	30
	President
	Submit Newsletter Article to Editor for August Newsletter

	
	
	WOE Chair
	Submit Ad to FHPW for WHC Honoree to WOE Gala

	
	
	Program Chair
	Schedule an Avery Dennison Presentation

	
	
	President
	Sign Chapter of Excellence Form

	
	
	Secretary
	Update Chapter Email List and email Chapter Minutes to Membership for review.

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	August 2010

	
	1
	Newsletter Chair
	Submit Newsletter to Chapter 1st Week in August

	
	
	Board / Chapter
	Discuss CPS/CAP Deadline to Register August 15 for November Exam

	
	
	Scholarship Committee
	Collect Scholarship Applications if awarding Fall Scholarships, so the nominee applications can be sent to Chapter members early in September, for voting in the September Meeting.  Honor winners at October Meeting.

	
	9
	President
	T-L 1st Quarter Reports - deadline August 9 – copy Chapter

	
	
	Board
	Committee is Formed for Executive of the Year to be held in October

	
	
	Board
	Review Strategic Plan & submit to Chapter for ratification and then send to T‑L Board

	
	9
	WOE Chair
	Submit WOE Ad for Gala Program

	
	10
	Board
	Board Meeting

	
	15
	Everyone
	Deadline for application and registration fees for November 2010 CPS/CAP examinations

	
	
	Delegate & Alternate
	Report to the Board on International

	
	
	President/ Membership Chair
	Review Membership Retention Program

	
	24
	Audit Committee
	Audit Committee Submits Report to the Board / Chapter

	
	24
	Chapter
	Chapter Meeting

	
	
	Secretary
	Update Chapter Email List and email Chapter Minutes to Membership for review.

	
	27
	President
	Submit Article for September Newsletter

	
	29
	FHPW WOE
	Tea for Honorees

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	September 2010

	
	1
	Newsletter Chair
	Submit Newsletter to Chapter

	
	1
	
	Student Chapter membership year begins

	
	
	Board
	Form Katy Christian Ministries Committee for Holiday Gifts & Other donations to be given through December

	
	1
	Board
	Set Holiday Social in a member’s home on a Saturday in December for all members

	
	
	Vice President
	Extensive planning for Chapter Seminar – VP’s Responsibility to Chair Committee

	
	
	Treasurer
	Send Chapter $10 donation for CPS/CAP Testing to Southwest Houston Representative for November testing

	
	
	Board/EOY Chair
	Collect Executive of the Year Nominations from Membership.

	
	11
	Everyone
	Attend the T-L Officer-Training Workshop at the ____________________ Hotel, Houston, Texas

	
	
	Delegate &Alternate
	Submit Written Reports to Chapter from International – Newsletter & Chapter Meeting

	
	
	Scholarship Committee
	Send Nominees Applications to Chapter early in month for voting at the September Meeting.  Honor the winners in the October Chapter Meeting

	
	11
	Everyone
	Women of Excellence Gala @ Hilton Post Oak Hotel - 5:30 reception – Honoring WHC WOE Dianne Darlin, CPS/CAP

	
	
	Executive of Year Chair
	Submit nominees to the Chapter for a vote in September

	
	
	Membership
	Vote for Executive of the Year to be honored at October chapter meeting

	
	
	Treasurer
	Begin gathering IRS Tax Return information to give to CPA.  Return must be filed by November 15.

	
	
	Secretary
	Update Chapter Email List and email Chapter Minutes to Membership for review.

	
	14
	Board
	Board Meeting

	
	28
	Chapter
	Chapter Meeting

	
	29
	President 
	Submit Article for October Newsletter

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	October 2010

	
	1
	Newsletter Chair
	Send Newsletter to Chapter

	
	2
	Everyone
	Attend the Leadership Training in Houston, TX

	
	11
	President / VP
	ICC Conference Call

	
	12
	Board
	Board Meeting

	
	
	Board
	Discuss Silent Auction w/Ways & Means Chair for November Chapter Meeting.

	
	
	Treasurer 
	Write Chapter check and Chapter Members contribute to Katy Christian Ministries delivery in December.

	
	
	
	Recognize those taking the CPS/CAP Exam November 5 & 6

	
	
	Scholarship Chair
	Fall Scholarships Recipients voted by membership - awarded in October Chapter Meeting.  Notify School of winners.

	
	15
	Treasurer
	Prepare & distribute 3-month budget comparison and financial statements to Board and membership at October Meetings

	
	
	President
	Purchase Executive of the Year Award, gift for Executive attendees

	
	16
	Everyone
	Attend the ICC CPS/CAP Banquet in Houston.

	
	17-20
	Everyone
	Certification Conference, Hilton Seelbach Hotel, Louisville, KY.

	
	23
	Everyone
	Certification Banquet hosted by City of Houston.  Those certified and recertified November 2009 – October 2010 will be honored.

	
	26
	Chapter Meeting
	Executive of the Year Honored

	
	28
	President
	Submit President’s article for Newsletter

	
	
	Secretary
	Update Chapter Email List and email Chapter Minutes to Membership for review.

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	November 2010

	
	1
	Newsletter Chair
	Submit Newsletter to Membership

	
	
	Board 
	Discuss promotion of Chapter Free Drawing of T-L Registration Contest for January, February and March Chapter Meetings

	
	5 & 6
	Everyone
	CPS/CAP examinations

	
	
	Board
	Golf Committee begins to form for March or April Tournament

	
	9
	President
	Submit 2nd Quarter Report to T-L Division board contact / Copy Chapter

	
	
	Secretary
	Update Chapter Email List and email Chapter Minutes to Membership for review.

	
	
	Board
	Board Meeting

	
	15
	Treasurer
	Submit Form 990EZ to IRS, if applicable to your unit (if chapter income is over $25,000)

	
	15
	
	Distribute the Division Member of the Year form with an application deadline of April 11 (2nd Saturday of the month)

	
	15
	Bylaws Chairman
	Committee notifies chapters of procedures for submitting proposed revision to Division Bylaws and Standing Rules.  Deadline for submission to Committee is 2/1/2010

	
	
	President
	Recognize those who took the CPS/CAP in November

	
	
	Board and Chapter
	Promote CPS/CAP Society Annual Seminar January 30, 2010

	
	
	Board / Chapter
	FHPW Delegates selected.  Submitted to FHPW 12/15/09

	
	
	
	

	
	
	Board
	Promote to Chapter Holiday Social  in Member’s home

	
	
	Board
	Promote Holiday Ornament Exchange to Chapter

	
	
	Chapter
	Silent Auction

	
	
	President
	Recognize those who took the CPS/CAP Exam

	
	
	
	

	
	
	
	

	
	24
	President
	Submit President’s Article for Newsletter

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	December 2010

	
	1
	Newsletter Chair
	Submit Newsletter to Membership

	
	
	Secretary
	Update Chapter Email List and email Chapter Minutes to Membership for review.

	
	
	Chapter
	Holiday Social in Member’s Home

	
	
	Chapter
	Holiday Ornament Exchange Luncheon

	
	
	Treasurer
	Pay FHPW Dues for year 2011.

	
	
	President
	Promote Chapter Registration Contest for 2 Free T-L Registrations

	
	14
	Board
	Board Meeting

	
	29
	President
	Submit President’s Article for WHC Newsletter

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	January 2011

	
	1
	Newsletter Chair
	Submit Newsletter to Membership

	
	
	
	

	
	
	President
	WOE Nominations submitted to Dianne Darlin, CPS/CAP from the Chapter.  She contacts nominees and asks for their Bio.  She sends bios to the Chapter in early February for voting.

	
	
	Board
	Discuss Nominating Committee – to be presented to Chapter & Ratified in February Meeting

	
	
	Everyone
	International Convention Hotel Room Reservations – try for Host Hotel

	
	
	Board / President
	Discuss & bring to Chapter in January & February Award for Excellence.  Members nominate their Company.  Chapter Deadline to vote is April 28.  Must be submitted to International 4/30.

	
	10
	President/VP
	ICC 3rd Quarter Conference Call

	
	11
	Board
	Board Meeting

	
	15
	Everyone
	Send application for appointment to International committees to International

	
	
	Secretary
	Update Chapter Email List and email Chapter Minutes to Membership for review.

	
	
	
	

	
	15
	Treasurer
	Prepare & distribute 6-month budget comparison and financial statements to membership

	
	
	
	

	
	
	
	

	
	
	
	

	
	24
	President
	Marketing Plan/Media Kit – Discuss with Board, Publicity Chair & Web Chair

	
	25
	Chapter Meeting
	Everyone Register for 2 Drawings of Free Registration to T-L

	
	
	President
	Kudos Recognition of those Passing CPS/CAP Exam in November

	
	
	President
	May CPS/CAP Exam Deadline to Register is February 15

	
	28
	President
	Submit President’s Article to Newsletter

	
	29
	Everyone
	CPS/CAP Society Annual Seminar

	
	30
	President
	Submit Chapter’s application for Avery Great Results Award program

	
	30
	Treasurer
	Send annual contribution to Retirement Trust Foundation

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	February 2011

	
	1
	Newsletter Chair
	Submit Newsletter to Chapter

	
	1
	Everyone
	Deadline to file for Division Board with Committee on Nominations

	
	1
	
	

	
	
	
	Volunteers to serve on 2011 Annual Meeting special committees.  Deadline - 3/15/11

	
	1
	President
	Request volunteers for 2011-2012 Standing Division Committees.  Deadline - 4/15/11

	
	1
	Bylaws Chairman
	Submit proposed amendments to International Bylaws and Standing Rules to all members of the Committee and to the Board Contact for the committee.

	
	1
	Dianne Darlin CPS/CAP
	WOE Nominees Bios submitted to Chapter for Voting via email.  Announcement of winner @ February Chapter Meeting.

	
	1
	President/ Bylaws Chairman
	Submit proposed amendments to Division Bylaws to all members of Division Bylaws and Standing Rules Committee

	
	2
	President
	T-L 3rd Quarter Report – deadline February 2

	
	
	President
	Give Chapter copy of T-L 3rd Quarter Report

	
	
	Scholarship Chair/ Board
	Discuss Spring Scholarship Awards to be given at the May Meeting

	
	
	Secretary
	Update Chapter Email List and email Chapter Minutes to Membership for review.

	
	8
	Board
	Board Meeting

	
	9
	
	Newsletter Contest (front page only) to be awarded at Annual Meeting - deadline April 30

	
	
	
	

	
	
	
	

	
	15
	Everyone
	Deadline for application for May 2011 CPS/CAP examinations

	
	
	President
	Announce Division Member of the Year (DMOTY) Applications to be submitted to Board Contact by March 31.

	
	
	
	

	
	22
	Chapter Meeting
	Ratify Board Recommendation of Nominating Committee

	
	
	Chapter Meeting
	Register for free T-L Registration Drawing in March

	
	
	
	

	
	
	
	

	
	
	
	

	
	24
	President
	Submit President’s Article to WHC Newsletter

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	March 2011

	
	1
	Newsletter Chair
	Submit WHC Newsletter to Membership

	
	1
	Everyone
	Deadline date for scholarship application to be submitted

	
	
	Chapter
	WHC Golf Tournament?

	
	1
	
	Information on deceased members to be submitted to annual meeting coordinator for annual meeting program book by 3/31/11. 

	
	1
	
	T-L President's gift (charm bracelet, scrapbook).  Chapter submission deadline is 4/15/11

	
	1
	Delegate / Alternate
	Register for T-L

	
	
	
	

	
	1
	Bylaws Chairman 
	Deadline to submit proposed amendment to Division Bylaws & Standing Rules, with committee's recommendations, to Division Board, chapters and members at large

	
	
	
	

	
	
	
	Submit front page of Newsletter for Newsletter Award - Deadline May 1

	
	
	Secretary
	Update Chapter Email List and email Chapter Minutes to Membership for review.

	
	
	
	

	
	6 - 9
	Everyone
	Professional Educational Conference, Hyatt Regency Hotel, Tampa, Florida

	
	
	Board
	Submit WHC Ad for T-L Program

	
	8
	Board
	Board Meeting

	
	
	
	

	
	
	
	

	
	15
	C - Presidents 
	Deadline for submitting 2013 Annual Meeting and Education Forum bid to Division officers

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	28?
	FHPW
	Quarterly Meeting – All Chapter Members Invited

	
	22
	Chapter Meeting
	Register for free T-L Registration.  Drawing today.  Must have attended January, February & March Chapter Meetings to be eligible.

	
	
	President
	Promote DMOTY Application by Members. Deadline to submit to WHC 3/31/09.  President submits winner to T-L 4/10/11

	
	24
	President
	Submit President’s Article to WHC Newsletter

	
	30
	Treasurer
	Send $10 WHC Check to Medical Center Chapter for Water for CPS/CAP Testing

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	April 2011

	
	1
	Newsletter Chair
	Submit Newsletter to Chapter

	
	
	
	

	
	
	Board
	Discuss Chapter Birthday in June.  Invite Former Presidents & Charter Members

	
	
	Treasurer / Board
	Discuss 2011 – 2012 WHC Budget.  Requires feedback from committees.  Research Airfares for T/L and International.  Chapter votes in May.

	
	
	Board
	Discuss Recognition of Chairs & Officers & Pins to be ordered for June Meeting

	
	10
	President
	Deadline to submit DMOTY applications to Division President

	
	
	Board
	International Education Forum & Annual Meeting Delegate & Alternates election and EARLY BIRD DEADLINE for registration

	
	12
	Board
	Board Meeting

	
	15
	President
	Deadline “postmarked” to submit 2010-11 President’s Award supporting documentation to the Division President

	  
	
	Board
	Discuss Rookie & Veteran of the Year – Awarded in June

	
	
	By-Laws Chair/Board
	Discuss Proposed T-L Amendments.  Action at Chapter Meeting

	
	
	Secretary
	Update Chapter Email List and email Chapter Minutes to Membership for review.

	
	
	
	

	
	15
	Everyone
	Deadline for submissions to serve on Division Standing Committees to President-Elect

	
	15
	Treasurer
	Prepare and distribute 9-month budget comparison and financial statements to membership 

	
	15
	Presidents
	Deadline for submission of Division President's gift (charm bracelet, scrapbook).  Items should be sent to the Division President-Elect.

	
	16
	Everyone
	ICC Administrative Professional Breakfast

	
	24-30
	Everyone
	Professional Administrative Week®

	
	27
	Everyone
	Professional Administrative Day®

	
	
	
	

	
	26
	Scholarship
	Vote on Scholarship Nominees – Awards given at May Chapter Meeting

	
	26
	By-Laws Chair
	Proposed T-L Amendments

	
	26
	President
	Good wishes to those taking CPS/CAP Exam in May

	
	26
	Chapter
	Ratify International Education Forum & Annual Meeting Delegate & Alternates election and EARLY BIRD DEADLINE for registration

	
	26
	Chapter Meeting
	Nominations Committee Report to Chapter

	
	28
	President
	Submit President’s Article for WHC Newsletter

	
	29
	President
	Submit to International the Chapter Nominee for Award of Excellence (Member’s Nominated their Company)

	
	29
	President
	Deadline for submitting front page of Newsletter for Newsletter Contest

	
	29
	Everyone
	Deadline to submit the Sharing IAAP $150 BINGO 

	
	30
	President
	Deadline to submit names of alternate/delegate for T-L Annual Meeting to Division Secretary

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	May 2011

	
	1
	Newsletter Chair
	Submit Newsletter to Chapter

	
	
	
	

	
	1
	President
	Submits 4th Qtr. report to T-L Division Board contact and copies Chapter

	
	
	
	

	
	9
	President/VP
	4th Quarter ICC Call

	
	10
	Board
	Board Meeting

	
	
	Board
	Finalizes Budget and Presents to Chapter for Approval

	
	
	Board
	Discuss Transfer to Scholarship Fund.  Must be transferred by June 30.

	 
	
	Board
	Discuss Audit Committee to be Ratified by Chapter in June

	 
	6 & 7
	Everyone
	CPS/CAP examinations

	
	
	Secretary
	Update Chapter Email List and email Chapter Minutes to Membership for review.

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	15 - 16
	Everyone
	59th Annual Meeting and Education Forum at the _____________ Hotel, Houston, TX

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	Scholarship Chair
	Arrange for Scholarship Winners to be honored at May Chapter Meeting.  Includes reservations with Hospitality.  Representative from School to accept check in honor of the recipients.  Gifts from WHC to recipients.

	
	
	
	

	
	24
	Chapter
	Election of New Board of Directors

	
	24
	Chapter
	Approves Annual 2010-2011 Budget & Scholarship Fund Transfer

	
	24
	President
	Kudos for those who took the CPS/CAP Exam

	
	
	
	

	
	
	Incoming President
	Can begin forming New Committees to begin July 1.

	
	
	
	

	
	
	
	

	
	26
	President
	Submit President’s Article for Newsletter

	
	
	President
	Prepare Certificates for Board and Committee Chairs w/recertification point to be awarded at the June Meeting.

	
	
	President
	Order Rookie and Veteran of the Year Awards

	
	
	President
	Order New Officer Pins

	
	
	
	

	
	
	
	

	June 2011

	
	1
	Newsletter Chair
	Submit WHC Newsletter to Chapter

	 
	
	
	

	
	
	
	

	
	
	
	

	
	1
	New President
	Submit Form STF8, Directory Listing for Incoming Officers to Intl. Headquarters (Chapter Pres. Copies Division Pres.)

	
	1
	New President
	Send Division Directory updates to Division Secretary

	
	1
	Treasurer
	Submit Credentials Certificate for Chapter delegate/alternate to International Convention via delegate/alternate registration form.

	
	1
	President - Treasurer
	Submit Credentials Certificate for Chapter delegate/alternate to International Convention via delegate/alternate registration form.

	
	
	Treasurer
	Order Paver Awards for President & WOE

	
	
	Secretary
	Update Chapter Email List and email Chapter Minutes to Membership for review.

	
	14
	Board
	Board Meeting

	
	15
	President
	Send proxy authorization to Intl. Headquarters for chapter not sending a delegate or alternate to International Convention.  (Chapter President to send a copy to Division President.)  International deadline is July 4.

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	28
	Chapter Meeting
	Installation of New Board

	
	28
	Chapter Birthday
	Recognize Charter Members, Past Presidents

	
	28
	President
	Recognize Board & Committee Chairs

	
	
	Chapter
	Vote on E-Award of the Year

	
	
	Chapter
	Ratify Audit Committee

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	30
	Treasurer
	Deadline for contribution to Retirements Trust Foundation to be considered for award at EFAM

	
	
	
	

	
	
	
	

	
	30
	Everyone
	IAAP Fiscal year ends
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