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References

 MILPERSMAN 1160-020 (Reenlistment)

 MILPERSMAN 1160-040 (Extensions)

 OPNAVINST 1160.8B (SRB)

 Pay, Personnel, and Travel Standard Operating Procedures (SOP)

• MNCC SOP SharePoint:  

 https://flankspeed.sharepoint-mil.us/sites/MyNavyHR_MNCC/Lists/SOP%20PDFs/AllItems.aspx

• Under CPPA resource page go to Alternate SOP library.

̶ EXTENSIONS MyNavy HR SOP:

̶ https://www.mynavyhr.navy.mil/Portals/55/Support/PayPers/CPCResources/SOP/Exten

sions_SOP_Rev_Apr_2023.pdf?ver=-Gewv0BgcU703vAjGYkNVA%3d%3d

̶ REENLISTMENT’S MyNavy HR SOP:

 https://www.mynavyhr.navy.mil/Portals/55/Support/PayPers/CPCResources/SOP/Re

enlistments_SOP_Rev_Jun_2023.pdf?ver=FHbZrC2L4ZKOIH_0dXiNow%3d%3d
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https://flankspeed.sharepoint-mil.us/sites/MyNavyHR_MNCC/Lists/SOP%20PDFs/AllItems.aspx
https://www.mynavyhr.navy.mil/Portals/55/Support/PayPers/CPCResources/SOP/Extensions_SOP_Rev_Apr_2023.pdf?ver=-Gewv0BgcU703vAjGYkNVA%3d%3d
https://www.mynavyhr.navy.mil/Portals/55/Support/PayPers/CPCResources/SOP/Reenlistments_SOP_Rev_Jun_2023.pdf?ver=FHbZrC2L4ZKOIH_0dXiNow%3d%3d
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TSC NAPLES COE Reenlistment & Extension SOP
Reference Guide for Key Supporting Documents (KSDs)
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REENLISTMENT
with Selective 

Reenlistment Bonus (SRB)

1. NPPSC 1160/1 (CCR)

2. NPPSC 1160/2 

Reenlistment Checklist

3. Reenlistment Contract 

(signed)

4. Applicable Page 13s

o UCMJ Article 137

o Leave Sell Back

o Reenlistment SRB

5. CCC NSIPS SRB Approval

6. BUPERS 328 Approval (as 

applicable)

Retention Contracts (Reenlistment & Extensions) Required KSDs by Category

C
A
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R

E
Q

U
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S
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s

REENLISTMENT
No SRB

1. NPPSC 1160/1 (CCR)

2. NPPSC 1160/2 

Reenlistment Checklist

3. Reenlistment Contract 

(signed)

4. Applicable Page 13s:

o UCMJ Article 137

o Leave Sell Back

5. BUPERS 328 APPROVAL 

(as applicable)

For inquiries, contact:

RSC_NAPLES@us.navy.mil

1. NPPSC 1160/1 (CCR)

2. NPPSC 1160/2 

Reenlistment Checklist

3. PMK-EE for the next 

higher paygrade to which 

authorizes advancement. 

4. Reenlistment Contract 

(signed)

5. NSIPS SRB/ESRP 

Approval Screen

6. Applicable Page 13s

o UCMJ Article 137

o Leave Sell Back

o Reenlistment SRB

7. BUPERS 328 APPROVAL 

(as applicable)

USNR 

REENLISTMENT
(SELRES/ADOS/MOB/

ADSW/FTS/TAR)

1. NPPSC 1160/1 (CCR)

2. NPPSC 1160/2 

Reenlistment Checklist

3. BUPERS-3 TAR Recall 

Approval Letter or Naval 

Message on FTS Selection

4. Orders to verify RADO

5. Reenlistment Contract 

(signed)

6. NSIPS SRB/ESRP 

Approval Screen (if 

applicable)

7. Applicable Page 13s

o UCMJ Article 137

o Leave Sell Back

o Reenlistment SRB

STAR 

REENLISTMENT
with Selective Reenlistment 

Bonus (SRB)

mailto:RSC_NAPLES@us.navy.mil
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TSC NAPLES COE Reenlistment & Extension SOP
Reference Guide for Key Supporting Documents (KSDs)
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Retention Contracts (Reenlistment & Extensions) Required KSDs by Category

C
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s

For inquiries, contact:

RSC_NAPLES@us.navy.mil

EXTENSION RETAIN IN 

SERVICE

Regular Extension

1. NPPSC 1160/1 (CCR)

2. Extension Contract (signed)

OBLISERV Extension

1. PCS Orders or FLTRES 

Approval Letter 

2. Extension Contract (signed)

OBLISERV to Train (OTT)

1. PCS Orders

2. Extension Contract (signed)

3. BUPERS 328 Approval

Mob/ADOS Reserve Extension

1. BUPERS Approval Memo or 

Mobilized ORDMOD

2. Reserve Extension Contract –

to extend EREN, if applicable 

(NAVPERS 1070/621)

3. Active Duty Reserve (ADR) 

Extension Contract

(NAVPERS 1070/622)

Voluntary Physical 

Evaluation Board 

(PEB/MEDBOARD) ACC 355 

& Disability Evaluation 

System (DES)

1. Applicable Page 13

Legal & LIMDU ACC 105

1. Applicable Page 13

2. BUPERS 328 Approval 

(when applicable)

Note: RETAIN IN SERVICE THAT REQUIRES 

BUPERS 328 (ecm) APPROVAL:

ACC 105 (LIMITED DUTY)

ACC 390 TEMDU Disciplinary on hold to a transient command / TPU 

bot not confined, - Authorized if they are pending criminal proceedings.  

Only if in ACC 390.  If not, send to B-328 for approval.

***Key words “Pending Criminal Proceedings”***

ACC 392 TEMDU Disciplinary. Confined by civilian or foreign 

authorities and Confined by civilian authorities requires B-328 approval 

see para 15.  If pending criminal proceedings by foreign jurisdiction it is 

authorized. Please see MPM 1160-050 para 13 for more information

Note: RETAIN IN SERVICE THAT “do not” 

REQUIRE BUPERS 328 (ecm) APPROVAL:

ACC 355 Voluntary Physical Evaluation Board (PEB/MEDBOARD)

ACC 391 TEMDU Disciplinary.  Confined on a military facility, - Do not 

require BUPERS 328 approval.

ACC 393 TEMDU Disciplinary. Member is on appellate leave -

Authorized if member is under appellate review.  

MILPERSMAN 1050-310

mailto:RSC_NAPLES@us.navy.mil
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TSC NAPLES COE Reenlistment & Extension SOP
Contract Actions Requiring Prior Approval from BUPERS-328

 Conditional reenlistment MILPERSMAN 1160-030

 OBLISERV to Train (OTT) OPNAVINST 1160.8 (series) : To avoid potential monetary loss/SRB

 Page 13 in lieu of hard OBLISERV MILPERSMAN 1306-106: ties in with OTT

 Exception to Policy (ETP) 

• Examples:  HYT waiver, Pregnant Sailor extends 2 months beyond the delivery date

 Extension cancellation (as applicable) MILPERSMAN 1160-040

 Retain In Service due to medical/LIMDU MILPERSMAN 1160-050

BUPERS-328 only accepts requests submitted on the ePAR 1306/7 form via the MyNavyPortal or 

by emailing MNCC directly at askmncc.fct@navy.mil.  Commands may contact MNCC directly at 

901-874-MNCC (6622).  Consider submission lead time of 4 weeks prior.

 The following information is required on all submissions:

 Refer to https://www.mynavyhr.navy.mil/Career-Management/Community-

Management/Enlisted-Career-Admin/Reenlistment-Extensions/

6

 Reason for the submission

 Aggregate extensions months executed PRIOR to this request

 CO comments

 Command POC information

 Rate and Name 

 EAOS/SEAOS

 PRD and/or transfer date

 CWAY status

 SRB/CSRB eligibility

mailto:askmncc.fct@navy.mil
https://www.mynavyhr.navy.mil/Career-Management/Community-Management/Enlisted-Career-Admin/Reenlistment-Extensions/
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Contract Routing: Save contract as “incomplete”
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 When generating contracts, save contract as “incomplete” in 

order for TSC Naples personnel to pull and approve your 

transaction.

 Please refer to OPS Alert 007-23 for HYT / EDLN details.

 After saving contract as “incomplete”, you will then be able to 

print the contract and obtain required signatures.  Signed 

contracts will be submitted with required KSDs via eCRM

within two days following the reenlistment.

 See slides below for further guidance.



UNCLASSIFIED 23 June 2023

Contract Routing:  Extensions

8
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Contract Routing: Extensions
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Contract Routing:  Extensions
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SSN

LAST,FIRST (NO SPACE AFTER COMMA)
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Contract Routing:  Extensions
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Contract Routing:  Extensions
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Contract Routing:  Extensions

13
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Contract Routing:  Extensions
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MILPERSMAN 1160-040 and 

MILPERSMAN 1070-190 direct 

that the authorized official 

signing the extension contract 

(“Officer Name/Grade”) must:

- Be in grades E-5/GS-5 or 

senior,

- Have “By Direction” 

authority by the 

commanding officer.

*** Please note this only applies to 

extension contracts.  Reenlistments 

contracts must be signed by 

commissioned officers only. ***
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Contract Routing:  Extensions
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Contract Routing:  Extensions

16
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Contract Routing:  

Selecting Roleuser to Route Contract
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 When generating contracts, save contract as “incomplete” in 

order for TSC Naples personnel to pull and approve your 

transaction.

 Please refer to OPS Alert 007-23 for HYT / EDLN details.

 After saving contract as “incomplete”, you will then be able to 

print the contract and obtain required signatures. Signed 

contracts will be submitted with required KSDs via eCRM

within two days following the reenlistment.

 See next slide for further guidance.
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Contract Routing:  Extensions

18
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Contract Routing:  Retain in Service
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Contract Routing:  Retain in Service

20

NSIPS CPPA account: 

Main Menu,

Retain in Service, Use,

Retained Loss - Create
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Contract Routing:  Retain in Service

21

DATE OF ACTION WILL BE THE DAY YOU 

INPUT THE RIS.

PLEASE BE ADVISED THAT RIS CANNOT BE 

RELEASED IF MEMBER’S EAOS IS 30+ 

DAYS FROM THE DATE OF ACTION DATE.

Legal & LIMDU ACC 105 Cases 

Require:

1. Applicable Page 13

2. BUPERS 328 Approval (when 

applicable) Note: RETAIN IN SERVICE THAT REQUIRES 

BUPERS 328 (ecm) APPROVAL:

ACC 105 (LIMITED DUTY)

ACC 390 TEMDU Disciplinary on hold to a transient command / TPU 

bot not confined, - Authorized if they are pending criminal proceedings.  

Only if in ACC 390.  If not, send to B-328 for approval.

***Key words “Pending Criminal Proceedings”***

ACC 392 TEMDU Disciplinary. Confined by civilian or foreign 

authorities and Confined by civilian authorities requires B-328 approval 

see para 15.  If pending criminal proceedings by foreign jurisdiction it is 

authorized. Please see MPM 1160-050 para 13 for more information
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Contract Routing:  Retain in Service

22
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Contract Routing:  Retain in Service

23

Enter number of months as needed, no to exceed 6 month per RIS.

Note:

NSIPS will only allow retain in service months 6 months at a time 

for both medical or legal “Retain in Service”
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Contract Routing:  Retain in Service

NAVPERS 1070/613 (RIS Page 13)
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Generate the RIS page 13

Search in Subject Category Code:  Administrative - A

Subject: CENTER OF EXCELLENCE
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Contract Routing:  Retain in Service
Sample NAVPERS 1070/613 (RIS Page 13)
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Contract Routing:  Reenlistments

26
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Contract Routing:  Reenlistments
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Contract Routing:  Reenlistments
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Contract Routing:  Reenlistments
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Contract Routing:  Reenlistments
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Contract Routing:  Reenlistments
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Contract Routing:  Reenlistments

32

Navy LOSS code 801 - Only use if reenlisting same day as the EAOS,

Navy LOSS code 802 is use if reenlisting before the EAOS date.  Highly encourage to reenlist at least 1 month out from 

the EAOS to avoid pay stoppage.  PERS side (Member Data Summary in NSIPS) gets updated within 24-48 hours, 

PAY side (MMPA) can take from 7 to 10 business days.
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Contract Routing:  Reenlistments
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Contract Routing:  Reenlistments
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Contract Routing:  Reenlistments
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Contract Routing:  Reenlistments
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Incomplete
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Contract Routing:  Reenlistments

37
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CCC NSIPS SRB Approval
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Note to CCC:

SRB Precert must be

submitted 35-120 days 

out from the reenlistment 

date.

IAW: OPNAVINST 

1160.8B (SRB Program)

Provide the SRB / ESRP 

Status screen (2ND TAB) 

as KSD not the request 

screen.
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NSIPS C-WAY Error and or HYT EDLN error 

when trying to generate the contract
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Member requires Career Waypoints (C-WAY) approval to Reenlist.  

E-3 to E-5 personnel, as well as E-6 personnel not selected for 

advancement to E7, must have C-WAY approval to reenlist if they 

have 14 years of obligated service as of their Soft (as extended) 

Extension of Active Obligated Service (SEAOS).
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Administrative Remarks

40
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Administrative Remarks

41

Navigate to:

- Main Menu

- Electronic Service Record

- Use

- Administrative Remarks
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Administrative Remarks

42

SSN

or

LAST,FIRST 
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- Select “Administrative”

Administrative Remarks

43
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Administrative Remarks

44

Type “center” and click 

enter on keyboard 

The minimum 

PG13s required are 

“Code of Conduct” 

and “UCMJ” 

- Only use SRB 

PG13 if the member 

has an SRB 
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Administrative Remarks

45

- “Select Remark

Template”

- Check the box

- Select “Okay” 
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Administrative Remarks

46

Edit number of years and leave 

sell back amount (if applicable)

Enter reenlist officer name, 

title, and reenlist date

Enter witness name (CPPA or 

CCC), title, and reenlist dateReenlistment date

Select “Save” and print for signature

Select “Permanent”
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Transaction/Case Routing: eCRM/TOPS
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 Primary:  eCRM to “PP REENLISTMENTS_EXTENSIONS” queue

** Request type should still indicate reenlistment or extensions **

• Naming Convention on the SUBJ: 

̶ Example 1: REENL W/SRB ICO RATE NAME, EFF DT 

̶ Example 2: REENL NO SRB ICO RATE NAME, EFF DT

̶ Example 3: EXT ICO RATE NAME, EFF DT

 Alternate:  TOPS to “NAPLES REENLIST_EXT” box (or to local servicing TSC 

detachment, who will forward transaction to COE-R&E.)

 Only commands exempt IAW Ops Alert 006-22 may submit cases via TOPS.
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Transaction Routing: eCRM
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Transaction Routing: eCRM
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Transaction Routing: eCRM

50
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Transaction Routing: eCRM
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Contract Routing:  Best Practices
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• SUBMIT KSDs VIA eCRM/SALESFORCE IN A TIMELY MANNER IN ORDER TO PREVENT 

PAY STOPPAGE.

• RESOLVE ANY ERRORS RECEIVED DURING CONTRACT BUILDING PRIOR TO 

SUBMITTING YOUR CASE. IF THE RECORD IS FLAGGED AT COMMAND LEVEL, IT WILL 

ALSO BE FLAGED AT COE LEVEL.

• KNOW THE DIFFERENCE BETWEEN EXTENSION AND RETAIN IN SERVICE.

• ALWAYS REVIEW THE REQUIRED KSDs. (e.g. DOES IT NEED BUPERS 328 APPROVAL)

• REVIEW ALL KSD BEFORE SUBMISSION.

• CHECK STATUS OF CASES DAILY.

• ONCE CASE HAS BEEN COMPLETED, VERIFY IN MMPA THAT THE TU/TH LINES POSTED, 

IF NOT PLEASE EMAIL RSC_NAPLES@US.NAVY.MIL OR RSC_BAHRAIN@US.NAVY.MIL. 

• COMMUNICATE TO TAKE ACTION AND CORRECT THE ISSUE.

mailto:RSC_NAPLES@US.NAVY.MIL
mailto:RSC_BAHRAIN@US.NAVY.MIL
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COE-R&E:  Best Practices
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 Member’s Career Development Boards 15-24 months prior to PRD/SEAOS

 CPPA – Ensure TSC receives signed contract within two days following the 

reenlistment.

 Command – Designates primary and secondary (CPPA) and ensure 

participation in routine training provided by servicing TSC or Regional 

Support Center (RSC).

 CCC- Monitors Career Information Management System (CIMS) Reports 

(EAOS/PRD, HYT, Gains/Losses, etc.) and CWAY – applications (15 

months prior).

 TSC – Print and verify the Prospective Loss report with EAOS and EREN 

from NSIPS and work with CPPA and/or CCC within 90 days from EAOS.

 OVERALL BEST PRACTICES – Protect Personally Identifiable Information 

(PII).
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Contract Routing:  Common Issues
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 NO ATTENTION TO DETAIL:  MISSING KSDs.

 NON-NSIPS GENERATED CONTRACTS (ACT/TAR)

 MISSING SIGNATURES

 SIGNATURE IS WRITTEN VICE LEGAL SIGNATURE USED 

 Request does not match the contract: 

• SRB, Lump sum leave on the chit but not on the contract

• “NO SIGNATURES”

 ***LATE SUBMISSION of an EXECUTED CONTRACT***

 NO CWAY APPROVAL OR IT EXPIRED

 The reenlistment happens after the expiration of the original contract

 CWAY approval

 NO SRB APPROVAL – MISSING SRB/ESRP NSIPS SCREENSHOT
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TSC Naples Center of Excellence POCs:
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 RSC_Naples@us.navy.mil 

 RSC_Bahrain@us.navy.mil 

RSC contact info and AOR map can be found 

on the MYNavy HR CPPA Resources page at 

https://www.mynavyhr.navy.mil/Support-

Services/Pay-Pers-Support/CPPA-Resources/

https://www.mynavyhr.navy.mil/Support-Services/Pay-Pers-Support/CPPA-Resources/
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Questions

56

Any Questions?


