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Travel Workflow %IR]S

Approval of travel documents will be handled through the
Universal Worklist. Workflow delivers the travel documents
to the Approver’s Workflow Items box on Enterprise
Services for review and action.

Only the creator of the travel document and Accounts
Payable can make changes to a travel expense report. Only
the creator can make changes to a travel request.

For trips with an approved travel request in the system, the
associated travel expense report may only require the
traveler’s approval before it flows to Accounts Payable for
final action.
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Travel Wor Ifl ow T

Documents will flow through the following path for
approvals:

1. Traveler - If the travel document was created by a Proxy
the document will workflow to the traveler.

2. Supervisor - The travel document will workflow to the
Supervisor of the Traveler based upon the HR
assignment.

3. Budget Officer(s) - The travel document will workflow to
the Budget Officer(s) assigned to the Workflow Approver
Table based on the trip’s cost object’s department
number.

4. Accounts Payable - All expense reports will workflow to
Accounts Payable for final review and approval.
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TRIP Roles IRIS

Information System

Role  ~ |RoleDescription |

Proxy Responsible for creating travel requests

N = e

Traveler Responsible for creating his/her own
travel requests and expense reports or for
timely review and approval of travel
documents prepared by a Proxy.

Supervisor Responsible for timely review and
processing of all travel documents for
compliance with University policies and
procedures.

Budget Officer Responsible for timely review and
processing of all travel documents for
compliance with University policies and
procedures and appropriate funding.

Accounts Payable Responsible for final review and
processing of all travel expense reports
and settlement of expenses via direct
deposit.
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Travel Workflow &IRIS
Options within Workflow:

1. Traveler - The traveler can Approve or Withdraw the travel
document.

® Approve - The travel document flows to the supervisor.

® Withdraw - The travel document is cancelled, the encumbrance is

liquidated, and the workflow stops.

2. Supervisor - The supervisor can Approve, Reject, or Request a
Revision.

® Approve - The travel document flows to the lowest Budget Officer
level.

Reject - The travel document is cancelled, the encumbrance is
liquidated, and the workflow stops.

Request Revision - The workflow will stop and an email notification
will be sent to the submitter of the trip. Once the revisions have
been processed, the document will return to the Supervisor for
approval.
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Travel Workflow %IR]S
Options within Workflow (Continued):

3. Budget Officer(s) - The Budget Officer can Approve, Reject, or
Request a Revision.
® Approve - The workflow goes to the next level Budget Officer. Once all
levels have approved the document, a real encumbrance is posted (travel

request) or the travel document is submitted to Accounts Payable for
review and final action.

® Reject - The travel document is cancelled, the encumbrance is liquidated,
and the workflow stops.

® Request Revision - The workflow will stop and an email notification will
be sent to the submitter of the trip. Once the revisions have been
processed, the document will flow back to the lowest level of Budget
Officer for approval.

4. Accounts Payable - Accounts Payable can Approve, Reject, Request a
Revision, or Revise the travel document.

® Accounts Payable is the final approval for all travel expenses reports.
® Accounts Payable will not see the travel requests.
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Responsibilities of a Travel Approver %IR]S

By approving a travel document, the Approver is
responsible for certifying the following:

® All expenses related to the trip are included in the travel
document and are accurate.

® All expenses were incurred in the performance of the traveler’s
official duties and support the mission of the department.

® All expenses are in compliance with the University’s policy on
travel expenses, BPM section E-5-1.

® If the travel document is charged to a sponsored project, all travel
expenses provide direct benefit to the project in accordance with
Cost Guidelines for Sponsored Projects, Appendix 3.

® None of the expenses are personal or unallowable.

® No expenses are claimed that have been or will be reimbursed
from another source, were provided free of charge or were
covered by conference registration fees.
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TRIP Approval FIRLS

Travel documents awaiting approval can be accessed
through Enterprise Services through myUK.

'I B hittpi A uky eduf/UKHome/

Q 'é University of Kentuck) »
meert v 5 Select Cllck mytJK | B e [ 1
| ~&=A rm ~ Page~ Safety = Tools = -@v @ LEI @ from the U K

% University of Kentucky H ome P ag e

About UK Academics

my% Login to mAJK

Use your link blue ID and password below u S I n g yo u r SAP

User ID and
Usemame %‘ paS SWO rd

Password

ol Research UK HealthCare

Can't Access Your Account?
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TRIP Approval

Integrated Resource
Information System

XIRIS
/4

Reglearn Manager Student Services Student Administration Financial Aid “iew of Student Enterprise Services

UAMS | Time Tracker [new] | Faciities Management Customer Service Center

Employee Seff-Service (UK) Manager Self-Service
IT Service Request Workflow

Launch Pad Employee Self Service
Financials | Materials Management |

Time Tracker |

Workflow Items
l4lv] |

Detailed Navigation E‘ The list of tems show n here could be cutdated. Waiting for update

Motific ations Tracking

[=][seled\Sgbview ..

Alerts I SAFoffice Mails |

Tasks (224 /224) I

Show . [New and In Progress Tasks (224/224) [=][an [=]

! From
Duty, Leslie

E. Subject
Primary Budget Office approval for TRIP 0000000074
Primary Budget Office approval for TRIP 0000000014
Approve Invoice Number 3000157105 by WSWELL2

Newcomb, Sam

Wells, Walter 5

my UK my Reports SLCMalidators

Click on
Enterprise
Services

DURUTTYA, JOSHUA C

Cox, Donna

Approve Invoice Number 3000157072 by JCOURLZ
Approve Invoice Number 3000157412 by DFCOX00
Approve Invoice Number 3000157394 by DFCOX00
Aporove Invoice Number 3000157417 by DFCOX00
Approve Invoice Number 3000157410 by DFCOX00
Approve Invoice Number 3000157390 by DFCOX00
Approve Invoice Number 3000157458 by DFCOX00

a

Click on .
Workflow |

Primary Budget Office approval for TRIP 0000000074
Medium

Click on
Workflow
Items

New

Personne! no.: 20001226 Trip no.: 0000000074
Trip begins: 03/13/2016 D6:00.:00

Trip ends: 03/17/2016 23:00:00

Reason: drove to airport

Locstion:

Country: Saint Marys, GA

Total costs: LISD 28030

Advance: USDD.00

iption:

Attachments:
Type Title:

B EmoloyeeTrn: 0000000074

Created On Created By

Primary Budget Offic e approval for TRIP DDD000D074:

Approve Travel Document | | Reject Travel Document | [ Revise Travel Document |

Sent Date:

May 1, 2014
May 1, 2014
May 1, 2014
May 1, 2014
May 1, 2014
May 1, 2014

Medium
Medium
Medium
Medium
Medium

Medium

Apr 28, 2016 by Duty, |
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Information System

RIRIS
TRIP Approval HIRIS

All workflow items pending the Approver’s review will
appear in the Tasks of the Approver’s Workflow Items box.

Scroll down until the trip to be reviewed is located on the
screen and click on the grey selection box to highlight the
trip.

Click on the grey
selection box to the

Tasks (87 /87) Alerts Netifications SAPoffice Mails Tracking Ieft Of the Trlp to be
Show: [New and In Progress Tasks (57/67) | [Select a Subview . D= reviewed.

Subject From el Date
Superyizor approval for trip 0000001 255 from LIS Jeyasekhar, Elizabeth v May 17, 2016
Supervisor approval for trin 0000 2 Jeyasekhar, Elizabeth v May 13, 2016
Travelet Sporoy mirted by USEWJEZZD Jeyasekhar, Elizabeth ¥ May 13, 2016
rovval for trip 000001 223 Submitted by USEVJE22S Jeyasekhar, Elizabeth W May 11, 2016
Traveler &pproval for trip 0000001 204 Submited by LSCIHNELSO Helzon, Cara Jane May 5, 2016
Traveler &pproval for trip 00000011 96 Submited by USCIWMEL S0 Helzon, Cara Jane Apr 29, 2016
Traveler Lpproval for trip 00000011 28 Submitted by USEWJE222 Jeyasekhar, Elizabeth v Apr 14, 2016
Travelet SAporowal for trin 00000011 28 Submited by USEWVIE222 Jeyasekhar, Elizabeth ¥ Apr 14, 206
Traveler &pproval for trip Q000000447 Submitted by USCIMELSO Helson, Cara Jane Mar 13, 2016
Traveler &pproval for trip 000000101 7 Submitted by USCIHNELSO Helzon, Cara Jane Mar 13, 2016
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Information System

RIRIS
TRIP Approval HIRIS

A brief summary of the trip and the attachments for the
trip will appear below the Tasks list.

Tasks (87 /87) Slerts Motifications SAPoffice Mails Tracking

.
Shaw: [Mew and In Progress Tesks (57 /87) |+ [Select a Subview... [ ][ [=] LI n k to t h e P D F

Subject | G t rave I
Supervisor approvsl for trip 0000001238 from USEVJEZ22 Jeyasekhar, Elizabeth ¥V
document.

Supervizor approyvsl for trip 0000001232 from USEWJEZZ2 Jeyasekhar, Elizabeth ¥V

Traveler Approval for trip 0000001293 Submitted by USEY.JEZ22
Traveler SApproval for trip 0000001223 Submitted by USEYJEZ22

Traveler Approval for frip 0000001 204 Submitted by USCIMELS0 Helson, Cara Jane |

Traveler &pproval for frip 00000011 36 Submitted by USCJINELSO Helson, Cara Jane

Traveler Spproval for trip 00000011 28 Submitted by USEWVJEZ22 Jeyasekhar, Elizabeth ¥V .
Traveler Approval for trip 00000011 25 Submitted by USEWJEZ22 Jeyasekhar, Elizabeth V¥ B r I e f s u I I I I I I a ry
Traveler Approval for trip 0000000447 Submitted by USCJMELS0 Helson, Cara Jane

- .
Traveler Spproval for trip 0000001017 Submitted by USCJNELSO Helson, Cara Jane of h I g h I I g h te d

Traveler Approval for trip 0000001204 Submitted by USCJNELSD T .
rip.

Pricrity: Meclium
Status: M
Descriptian: Personnel no: 22000023 Trip no.: 0000001 204

Trip begins: 0440772016 05:00:00
Trip ends: 04052016 23:00:00
Reazon: hdpo'gsadop'tsd

Attachments for
Total costs. USD 349,45 . .

Aetvance: USD0.00 the hlghllghted
CERTIFICATE FOR APPROVAL PROCESS

Attachments: t ri p =

Type Title: 7
D EmployeeTrip: 0000001204
D civilian-military time conversion chart.docy May 5, 2016 WE-BATCH

Traveler Approval for trip 0000001 204 Submitted by USCIMNELS0:

' Comments box
and Decision
buttons.

Approve Travel Document || Withdraw Travel Documert

Travel Approver Training - TRIP
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TRIP Approval - Summary ¥IRIS

The Summary section will provide a high level summary of
who, when, where, why, and total trip costs. The approver
certification statement is also included in the Summary

section.
Traveler Approval for trip 0000001204 Submitted by USCJNELS0
Prigrity : Medum
Status: Mew
Descripticn: Personnel no.. 22000023 Trip no.. 0000001204

Trip begins : 04/07/2016 05:00:00
Trip ends . 04082016 23.00:00
Reason: hdpo'gsadopfsd

Lo ation:

Country . Adolphus, KY

Total costs: USD 345 45
Advance: USDOD.00

| certify | have review ed this travel dotument and all expenses included

are accurate, incurred in the performance of the travelers#s official

duties, support the missicn of the department, and are in complianc e with

the University#s Policy on Travel Expenses, BPM E-5-1. [ the travel

document is charged to a sponsored project(s), | further certify all travel
expenses provide direct benefit to the project(s) in accordance w ith

Costing Guidelines for Sponsored Projects, Appendix 3. Mone of the expenses
are personal or unallow able. Mo expenses are claimed that have been or will
be reimbursed fromanocther scurce, w ere provided free of change or were
covered by conference registration fees.

The specific trip details are to be reviewed on the travel
document PDF.
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TRIP Approval - PDF

RIRIS

’ Integrated Resource
Information System

Click on the Subject line of the highlighted trip to open the
travel document. The document will open as a PDF

document.

Tasks (87 7 87) Alers Matifications S&Poffice Mails Tracking
Showy: |Mew and In Progress Tasks (87 7 87) | =||select a Subview... [ =] |2
Subject

Supervizor approval for trip 0000001 235 from USEYJEZ2Z

Supervizor approval for trip 0000009 232 from USEYJE222

Traweler Approval for trip 0000001 225 Submitted by USEWJE22Y

Traveler Approval far trip 0000001 225 Submitted by USEYJE222

Traveler Approval for trig 0000001 204 Submitted by USCIMEL S0

Trawveler Approval for trip 00000011 96 Submitted by USCIMELED

Trawelet Approval for trip 00000011 28 Submited by USEYJEZZD

Traveler Approval far trip 00000011 28 Submited by USEY JE22

Traveler Approval for trig 0000000447 Submitted by USCIMEL S0

Traveler Approval for trip 0000004 01 ¥ Submitted by USCIHWELE0

Click on the Subject line of
the highlighted Trip to
open the PDF travel
document for review.

UK vrivERSITY OF KENTUCKY
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Information System

RIRIS
TRIP Approval - PDF HIRIS

Review the information entered for the trip for accuracy
and completeness.

Mary Fister-Tucker Meary Fister.T ucker WES Element HAB1 11824 WHEN THE WELL RUNS DRY
22000023 3 Travel Managernent . 5 .
000t Lenngton Ky 40518 Funds Carer 1013600285 £5-WHEN THE WELL RUN
Main Campus Fund: 00050
o _— R
Reg FT :":.I;; | s Functional Area; 0320 Communily Services
Grant 48111624 WALLING SUZETTE
Meals Per Diem
Remander Messages: From To Ho. Reglon Relmbursament Amaunt
VsD)
4TNHE 05:00 48ME o000 1 Adolpkus, KY 46.00
Expense Report/Travel Expense Statement (Simulation) 48NE  [OODOUEAE 2300 1 Adolphus, KY 4600
_ ~ 0 Sur of Moals por Disms 9200
For Mary Frster Tuckes For Trip 1204 From ape 7, 2006 To Apr &, 2016
- . Reimburs ement Amount: 92.00 USD
o Temglate, ernight Trip
General Data Recaipts
Date No. Expemse Type Amount
Purpose of Trip 02 DevetopmuntOonor Relisons (Uso)
Tipe of Trig In-Stata Teaval
Applicable Por Diorn Rate Fodoral Rats
Additional Trip Comments 4THE D01 Lodging 257 45 ooD
Surn of Reimbursable Receipts 257 45 oo
Additional Receipt Information
Itinerary Mo. Recaeipt Type Content
Date  Time Event Cotry Region Specilic Destination Additional Trip lnfo 001 |Lodging -~ Pppr—
47N6 0500 Stan of Tiip US USA To Fppp—
476 0500 Trip Destination US  Adolphus, KY hdpa'gsadop'fad Number 1
4816 2300 End of Trip US USA

Settlem ent Results and Cost Assignment

Amount Type Amount (LISD)
Per Diems for Meals az00
Sum of Reimbursable Receipts 257 45

Rembursable Amsaunt

Settlement Results and Cost Assignment
945 USD ol MYAS USD assigned to:

Corpany Code UKDO Uriversaty of Kentucky
Business Arsa 01 UKRF
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TRIP Approval - Attachments &LIRlS

All of the attachments added by the trip creator as Business
Documents will be available for review. Each attachment
should be opened and reviewed.

Attachments: CI'Ck On the
Type Tie attachment Title to
5 EmplaveeTrip: 0000001 204

open the document
1 for review.

D civilian-military time conversion chart .docx

NOTE: “EmployeeTrip: 000000XXXX" is not an attachment
and will not open for the Travelers, Supervisors, or Budget
Officers. This item is for AP use only.

UK vrivERSITY OF KENTUCKY
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Information System

0
TRIP Approval - Decision Buttons &,flRlS

Traveler Approval Decision Options:

Traveler Approval for trip 0000001 204 Submited by USCIMELSD: Type any Comments for the
Proxy (if withdrawing) or for
the Supervisor (if approving)

< and click the appropriate
decision button.

Approve Travel Daocument ||Mhdraw Travel Documert |

1. Approve Travel Document - The Approve Travel Document button will record
approval of the document as it was created and workflow the travel
document to the next required level of approval.

2. Withdraw Travel Document - The Withdraw Travel Document button is
available to the traveler only and should be selected when a travel document
should not be processed (i.e. No longer going on a trip.). Withdrawing the
trip will cancel the existing document and liquidate the encumbrance.
(Comments in the comments box will be included in automated email
communication to the Proxy.)

NOTE: If minor changes are needed to the travel document, the traveler needs to
communicate directly with the Proxy to obtain the necessary corrections.

UK vrivERSITY OF KENTUCKY
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Trip Approval - Decision Buttons

’ Integrated Resource
L," Information System

Supervisor Approval Decision Options:

Supervisor approval for trip 0000000821 from UST-FIDG3S:

Approve Travel Document || Reject Travel Document || Revise Travel Document |

Type any comments for the
Budget Officer approval or for
the Proxy (if Rejecting or
Requesting a Revision) and
click the appropriate decision
button.

1. Approve Travel Document — The Approve Travel Document button will record
approval of the document as it was created and workflow the travel document to

the lowest level of Budget Officer approval.

2. Reject Travel Document - The Reject Travel Document button should be used
when the travel document should not have been created or the trip will not be
approved. Comments are required in the Comments box, the travel document will
be cancelled, and the travel encumbrance will be liquidated.

3. Revise Travel Document - The Revise Travel Document button should be selected
when changes are necessary to the travel document before the document can be
properly approved. All revisions must be completed by the Proxy. Supervisors
cannot revise travel documents. Comments are required and will be
communicated to the Proxy through an automated email.

Once a decision button has been processed, the Trip will be removed from the
approver’s worklist and the process should be repeated for all travel documents
awaiting approval.

UK vrivERSITY OF KENTUCKY

Travel Approver Training - TRIP

17




i i< MRIRIS
Trip Approval - Decision Buttons b

Information System

Business Officer Approval Decision Options:

Primary Budget Office approval for TRIP DD00001226:

Type any comments for the next
level of Budget Officer approval or
for the Proxy (if Rejecting or

Requesting a Revision) and click
ApprnveTrauelDu-curantHRE]BctTrauelDu-curantHReviseTravelDucurrEnt| the appropriate deCiSion button.

1. Approve Travel Document - The Approve Travel Document button will record approval
of the document as it was created and workflow the travel document to the next
required level of budget officer approval or AP for an expense report. If the document is
a travel request, after all levels of Budget Officer have approved the document, the
workflow will end and the statistical encumbrance will become an actual encumbrance.

2. Reject Travel Document - The Reject Travel Document button should be used when the
travel document should not have been created or the trip will not be approved.
Comments are required in the Comments box, the travel document will be cancelled,
and the travel encumbrance will be liquidated.

3. Revise Travel Document - The Revise Travel Document button should be selected when
changes are necessary to the travel document before the document can be properly
approved. All revisions must be completed by the Proxy. Business Officers cannot revise
travel documents. Comments are required and will be communicated to the Proxy
through an automated email.

Once a decision button has been processed, the Trip will be removed from the approver’s
worklist and the process should be repeated for all travel documents awaiting approval.

UK vrivERSITY OF KENTUCKY
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Trip Approval - Decision Buttons %,IBJWS

formation Systes

Accounts Payable Approval Decision Options:

Primary Budget Office approval for TRIP 0000001 226: Type any Comments for the next
level of Budget Officer approval
or for the Proxy (if Rejecting or

Requesting a Revision) and click
ApprDueTrauelDD-currl:ntHRejectTrauelDD-currEntHReviseTravelDﬂcurr‘ent| the appropriate deCiSion bUtton-

1. Approve Travel Document - The Approve Travel Document button will record
approval of the document as it was created.

2. Reject Travel Document - The Reject Travel Document button should be used
when the travel document should not have been created or the trip will not be
approved. Comments are required in the Comments box, the travel document
will be cancelled, and the travel encumbrance will be liquidated.

3. Revise Travel Document - The Revise Travel Document button should be
selected when AP determines changes are necessary and the changes should be
processed by the creator before the document can be properly approved. All
revisions requested by AP through the Revise Travel Document button must be
completed by the Proxy. Comments are required and will be communicated to
the Proxy through an automated email.

4. Accounts Payable does have the option to make minor revisions to the travel
expense report selecting Approve Travel Document.

UK vrivERSITY OF KENTUCKY
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Travel Workflow %,'BJWS

formation Systes

After AP approval of a travel expense report:

® SAP will create or maintain a vendor master record for the traveler based on
the Personnel Assignment.

® SAP will post the travel expenses report to the cost objects assigned to the
trip and liquidate the encumbrances.

o

Reimbursement will be issued to the traveler based upon the traveler’s
method of payment in HR.

® Direct Deposit reimbursements will be issued to the traveler’s Main Bank account

information in HR on Infotype 0009.
® Checks will be mailed to the employee’s permanent home residence in HR.

NOTE: Vendor master records created by TRIP will have a vendor number series of
8XXXXX. Once the 8XXXXX series number is created for the employee, this
number should be used on all PRD and SRM documents going forward.

UK vrivERSITY OF KENTUCKY
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|
Travel Workflow &éIRlS

nnnnnnnnnnnnnnnn

How are the Budget Officers determined?

® Budget Officers are maintained in a custom workflow table in SAP.

® The identification of the Budget Officers are based on HR position number,
not name or SAP User ID.

® New entries and deletions to this table will be made at the department level.

® Changes to the table must be approved by the AFO through a separate
workflow process.

® Each department can have up to 9 levels of Budget Officer approval for travel.
Workflow will not proceed to the next level until the lower level has approved
the travel document.

® At least 2 positions must be assigned to each level of desired approval. Only 1
position per level will be required to take action on the travel document.

® Once a position has been assigned to a level of approval, the same position
cannot be assigned to a different level within the same department number.

UK vrivERSITY OF KENTUCKY
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Travel Workflow

XIRIS

ZFI_WF_APPROVER.

Budget Officers are maintained in a custom workflow table in SAP. Transaction

Integrated Resource
Information System

The identification of the Budget Officers are based on position, not name or SAP User ID.
Entry into this table will be made at the departmental level. Only Deletions and New

Entries will be allowed. Any changes to the table will be approved by the AFO through a
separate workflow process.

next level until the lower level has approved.

action.

| FI Workflow Approver Maintain

Each department can have up to 9 levels of approval. Workflow will not proceed to the
There can be more than one person per level. Only one per level will be required to take

At least two different Budget Officers per department level is highly recommended.

=S| B E | & T EFE | & |- o e | B S | B Delete | |[E: Insert | [E
Department|Approver Type| FPosition|Mame Level|Walid From |Walid To Approved By Approved On| Approved At Status
J1oo000 TR 51005680 |Dale R Austin 2 [01/01/2016 [12/31/9999 | MARWIMA 03/18/2016 |14:50:00 APPROWED
10000 TR 51005729 |Melanie A Rizk 1(01/01/2016 | 12/31/9999 | MARWIMA 03/18/2016 |14:50:00 APPROWVED
10100 TR 51005729 |Melanie A Rizk 1(01/01/2016 | 12/31/9999 | MARWVIMNA 03/18/2016 |14:50:00 APPROWED
10200 TR 51005729 |Melanie A Rizk 1(01/01/2016 | 12/31/9999 | MARWIMNA 03/18/2016 |14:50:00 APPROWED
10600 TR 51005729 |Melanie A Rizk 1 (01/01/2016 | 12/31/9999 | MARWIMA 03/18/2016 |14:50:00 APPROWVED
10700 TR 51005729 |Melanie A Rizk 1 (01/01/2016 | 12/31/9999 | MARWIMA 03/18/2016 |14:50:00 APPROWED
10900 TR 51005729 |Melanie A Rizk 1(01/01/2016 | 12/31/9999 | MARWIMA 03/18/2016 |14:50:00 APPROWVED
11300 TR 51005729 |Melanie A Rizk 1(01/01/2016 | 12/31/9999 | MARWVIMNA 03/18/2016 |14:50:00 APPROWED
12400 TR 51005680 |Dale R Austin 2 [01/01/2016 [ 12/31/9999 | MARWIMNA 03/18/2016 |14:50:00 APPROWED
12400 TR 51005729 |Melanie A Rizk 1 (01/01/2016 | 12/31/9999 | MARWIMA 03/18/2016 |14:50:00 APPROWVED
12800 TR 51005680 |Dale R Austin 2 [01/01/2016 [12/31/9999 | MARWIMA 03/18/2016 |14:50:00 APPROWED
12800 TR 51005729 |Melanie A Rizk 1(01/01/2016 | 12/31/9999 | MARWIMA 03/18/2016 |14:50:00 APPROWVED
12C00 TR 51005680 |Dale R Austin 2 [01/01/2016 [ 12/31/9999 | MARWIMA 03/18/2016 |14:50:00 APPROWED
12C00 TR 51005729 |Melanie A Rizk 1[01/01/2016 | 12/31/9999 | MARWIMNA 03/18/2016 [14:50:00 APPROWED
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