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\ AFI 34-223 i %

» PO Para. 1.1 Private Organizations are self-sustaining special interest
groups, set up by individuals acting exclusively outside the scope of any
official capacity. They operate on Air Force installations with the written
consent of the Installation Commander (delegated to Mission Support
Group (MSG) Commander).

» UA Para. 9.1 Unofficial Activities fundraising efforts are considered
“FUBU.” As such commanders may advertise and support their
fundraising efforts by official communication (to unit members) and cannot
interfere with the mission. UAs are still Federal entities and may not solicit
gifts outside sources or engage in off base activities.

> If the fundraiser event for a UA is outside the unit, paperwork must be
submitted to 42fss.privateorg@us.af.mil mailbox for review/approval of the
event prior to advertising.
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> Private Organizations are self-sustaining special interest groups, set up by individuals acting
exclusively outside the scope of any official capacity. They operate on Air Force installations
with the written consent of the Installation Commander (delegated to Mission Support Group
(MSG) Commander).

» POs must identify control of assets goals and objectives and have a budget.

» Have financial statements and can maintain over $1K but less than balance in their financial
account turn in documents to FSS/FSR Annually.

> $100K, less than $250K, annual financial review by accountant paid by the PO.
> $250K or more: An Annual audit is performed by a CPA and paid by the PO.

> Installation CC may request AF audit anytime.
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> UA’s are allowed to keep a balance of up to $1,000 (average over 3 months).
There is an exception--the UA can request to increase their threshold (NTE 6
months) when preparing for a large event up to $5,000. They can also increase
holdings for local membership over 300 people at the rate of $100 for every 50
members over 300 (up to $5,000). Value of assets on hand—even if used for
resale--no longer count toward financial limits.

» EXAMPLE: a UA consisting of 400 people could hold $1,000, plus an additional
$200 {$100 for every fifty people over 300=$200} for a total of $1,200. If saving for
an event, 6 months of the year the unit can carry up to $5,000 with prior approval.

» Any Unofficial Activity that exceeds these limits must reduce financial footprint to
stay a UA or submit to become a Private Organization.
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»Sunshine funds, coffee funds...are not considered Private
Organizations. These funds are only for the use of the unit
and is not meant to be displayed for public view. The moneys
may not be used for Change of Commands, Promotion
ceremonies, wedding gifts, baby shower gifts, etc...

»Funds can only be used to sustain the snack fund. If any left-
over moneys from the snack bar, then funds may be used to
purchase food items, microwave or refrigerator if needed to
sustain the fund.
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» Documents needed:
» Officers List (Due yearly or whenever there is a change)
» Constitution and bylaws (Due every 2 years or if there is a significant change in purpose)
» Insurance or Insurance Waiver (Due yearly)
» Financials (Due yearly)

» Meeting Minutes (Due quarterly)
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AFI1 34-223 Para. 9.2: The Constitution and By-Laws (C&BL) must address

the nature, function, objectives, membership eligibility and sources of

income of the PO.

» Include the certification that PO members are notified and understand
their personal financial liability for obligations of the PO.

» Describe the responsibilities of the officers and their role in asset
accountability and financial and operational management.

» Provide specific guidance on disposition of residual assets and liabilities
upon dissolution.
» Must be resubmitted for review and approval every two years or when

there is a change in purpose, function, or membership eligibility of the PO,
whichever comes first and must be reviewed by the installation SJA.
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» AF| 34-223 Para. 10.15: POs must have liability insurance unless the
installation commander or delegee waives the requirement.

» Insurance should be required unless the activities of the PO are such that
the risk of liability is negligent. PO members must be made aware that
they are jointly and severally liable for the obligations of the PO.

» The commander or delegate may waive the requirement for continuous
liability coverage; however, the approval document must advise the PO
that the commander may still require liability insurance for specific events
that involve a greater risk of injury or damage. Insurance waivers must be
reevaluated annually.
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» AF1 34-223 Para. 10.6 POs must use budgets and financial statements as
financial management tools.

» A budget details financial plans for annual operations. It includes income
and expense for the PO.

»POs with certain levels of gross annual revenue, must undergo audits
and financial reviews at the POs expense such as a CPA when gross
annual revenues of $250K or more.

» POs with gross annual revenues of $100K, but less than $250K would
need an Accountant to review their financial books.

» POs that have gross annual revenues less that $100K, but more that $5K,
must send FSS their information annually.
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> AF1 34-223 Para. 11 Newly elected PO officers must consult FSS for guidance
and training on local installation requirements and procedures because POs do
not get either Appropriated funds or Non-appropriated Funds support.

» Officers cannot use their official capacity when filling out documents. Government
Letterheads, the use of military logos and insignias, rank, government phone
numbers and government emails are all prohibited use by POs.

» POs must use the following disclaimer on all printed and electronic media “THIS
IS A PRIVATE ORGANIZATION. IT IS NOT A PART OF THE DEPARTMENT OF
DEFENSE OR ANY OF ITS COMPONENTS AND IT HAS NO GOVERNMENTAL
STATUS.
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> |AW AFI 34-223
» Documents needed:
» Officers List (two-person)

» Financials (Due yearly)

» Form to be established as a UA signed by RMFC
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» AF| 34-223 Para. 9.1 UAs fundraising efforts are considered “for us, by us” within
JER Section 3-210. Unit commanders may advertise and support their fundraising
efforts using official email and by allowing unit personnel to support such efforts
while on duty but cannot interfere with mission status. Unofficial activities are still
Federal entities and may not solicit gifts from outside sources or engage in off
base fundraising.

» Private Orgs may not use government resources to get out their fundraising
efforts. A PO can use word of mouth, social media and fliers. Must use disclaimer
on all printed and electronic media. POs may not solicit, but can receive gifts from
outside sources and can fundraise off base with permission from FSS/CC.

» Cannot conduct games of chance according to State, Federal and Local laws.

> Remember: The Government does not Fundraise! As a UA, your
organization cannot ask for donations or fundraise off base.
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AFI1 34-223: All organizations POs and UAs MUST BE IN COMPLIANCE
with AFI 34-223 before Fundraising Paperwork can be submitted. Please

plan accordingly before submitting documents so that the paperwork
process can proceed smoothly.

NOTE: Failure of compliance with AFIl 34-223 and our office will result in the
organization suspended or dissolvement.
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* The intent of the event is to make money = fundraiser.

« Exchanges (popcorn, cookies, lollipops) for monetary “donations” (drop
what you want in a can) or set price = fundraiser.

« Any event where money (cash, check, payroll deduction) changes hands for
services (it is not “volunteering” if someone is being paid) = fundraiser.
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» An organization must be in good standing before submitting a Fundraiser Request
Form. Please do not use official information on the form as it says for POs to use
Unofficial information on the form. If preparation of food is involved, Public
Health’s Temporary Food Booth Paperwork is needed (953-5606).

» The form must be submitted to 42fssprivateorg@us.af.mil 14 days or prior to the
event to start the approval/disapproval process.

> If there is a flyer, please attach with the request form and make sure to use the
disclaimer. Also, do not use rank, government phone numbers or government
emails written on the document.
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»Once the fundraising process is finished. The FSS
Private/Unofficial Orgs Monitor will send the POC of the event
a Fundraiser License showing approval for the event.

»The POC will need to keep the license or display the
paperwork showing approval with Public Health’s document if
applicable.

» Three fundraisers are permissible per quarter for Private and
Unofficial Organizations.
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| MAXWELL — GUNTER PRIVATE ORG FUNDRAISER REQUEST
Request form must be tumed into the 42 F §S Private Org Box/Office 14 days prior to event

UNOFFICIAL NANE CF UNCFRICIA FHONE NUMBER

UNOFFICIAL E-MAIL

ORGANIZATION REPRE SENTED [Name) TWESs| 2nd DATE(=) COF TH 5 FUNDRAISER

SUGNATURE OF REGUE STER DATE(s) OF LAST FUNDRAI SR

(Use wot signature only)

This event iz 1,92 03] ot s quarkes. | Freate Actity |5 3uthonzad 3 Aundralzars par quarter

DETALS OF YOUR EVENT (Exsecle -WHAT. Vi ohot s ke sk .awa:h SEAWERE, fntre BX b paing - ﬁmcc.f Funds vall b=
1554 3 01561 he Cost o 3 i pany). Fiease be = bl anacing adHonel st

WHaT: WHERE

Wt naomwenaas
FURPOSE 1 s
Attach Fece H Acplicable de I e thi il the fundrai: flyer have been approved. All printed
and slactronie moda mst contain the followng disdaimer: “TH S 1S A PRIVATE ORGANIZATICN. 115 NOT & PART OF THE DEPARTMENT OF
DEFENSE OR ANY OF ITS COMPCMENT § AND IT HAS NO STATUS.” MUt hav 3pprovat 10 Post treougn e

Facility memsges of the ares thet they will be posted . Under no circumstances will signs be aliowed fo be postsd cutside of ary facifity.
Hundeaisar POC iniliale)

YES NO _{tundices POC initids for vach item)
—  — . Th=requesting orgsnization is in pood stancing sccording to the AR 34-223

—  — 2. understand thet 3l participants must be vobnfesrs. not in uniform
It conducsedd d.nng Sty hours, PERCEANES Shal D6 o0 Kave o Spactdl pacs (SpPISE 1 both mettary and culars)

3 This vt inuahms 08 prepardicn Snd coorination Is Sieehed (cooraats wih Putlic Heslth B13-5000)
4 | uncerstarc thet this svert may not be held i e workplsce

8 | uncrstand that thes evert will not invch soiotation in bage housng
o

| thatimay iz emall

| unckestan that § iy not conduct games of chanca Iotieres, raMas, or olhar Camdilg-typa activibas LA AL S law

224 ABW/IA
RECOMMEND APPROVAL  RECCOMMEND DISAPPROVAL

SIGNATURE: DATE:

REMARKS/LMAITATIONS:

DECISION OF APPROVAL AUTHORITY:
YOUR REQUEST TO CONDUCT A FUNDRAISER AT THE TIMES AND DATES INDICATED I5:
APPROVED  DEMNIED

42d FORCE SUPPORT SQUADRON COMMANDER DATE:

MAXWELL - GUNTER UA FUNDRAISER REQUEST FORM

(FUNDRAISING OUTSIDE OF THEIR UNIT)
Request form must be turned into the 42 FSS Private Org Box/Office 14 days prior to event

NAME CF PHONE NUNEER,
Eds0n

ORGANIZATION REPRESENTED (Narns) TWEs) and DATE(s) OF THIS FUNDRAISER

SIGNATLRE CF REQUESTER DATE(z) OF LAST RINCRAISER
This eventis (1,22 0 £3] 00 his quarter. | undexstand sach UnofMcial Auwily is aumiorized 3 fuadrarsers per quartar
DETAL $ OF YOUR EVENT (Sxaeglo ~ WHAT ViAch 10 hob 3 0os sde, e mash i VHESE Inthe X obty partng log s PLRFOSE Funds wil be
Used 10 OF'5a7 1ha COSEof 3 LNk PENY) 26 possile amachng A necszzay )
WHAT WHERE
TIALSE be 13 = corevon =res)

PURPUSE: BLDG MGR INITIALS:

Attach Fyar WApphicable | Leannct boar d. A poctod

fiyers muzt have approval fo post theough the faciiy mesager of the arse that they will be posted in. Under o cirsumetanaes will zigna be slomed o
bopested outsica of sy focility.  _____ifundraisar FOC intials)

YES NO (fundraisar FOC inbiaks for sach itom)
1. Tha requesing crganization iz in good stending zeoarding fo the AF) 34-223
THE svent INVol/es food PrEpArasicn and coortinatan 13 atachad (Coorinats with Pubile Hasith 943-5606)

z
2. | understond thet €= evart will not invove soiokstion in bese housing
4 | undsrstand thet 1 may not conduct games of chiance. lotteres, ralfes or other gamiling-type sciidlies WiV AL stae lsw

224 ABW/IA
RECOMMEND RECH DS,

SIGPATURE: DATE:

REMARKS/LIMITATIONS:

DECISION OF APPROVAL AUTHORITY:
YOUR REQUEST TO CONDUCT A FUNDRAISER AT THETIMES AND DATES INDICATED I5:

APPROVED  DENIED

42d FORCE SUPPOAT SQUADRON COMMANDER DATE:
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Fund raising License Log Number: FSR 21-009

%42 FSS/FSR PO/UA Org POC: Michelle Brown 334-953-7519

Moxwell Cub and Boys Scouts

Public Health Coordination

FR #1 3rd QTR N/A
S ST Exchange Coordination
YES

Commissaries
When: 4,11,18, and 25 Sept 2021 Wh /\
Where: Maxwell BX/Shoppette

APPROVED
Description of Fundraiser: Annual pop-

corn National Fundraiser Approving Official:
Jennifer Stewart
Maj. USAF
Commander, 42d FSS
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PO Participants MUST NOT use official duty time and cannot be in military uniform

(UAs are allowed limited duty time by unit commanders to conduct fundraisers and may stay
in uniform).

» AF personnel (active duty/civilians) may not use their official positions for endorsing
fundraising efforts or membership drives.

» Only in common areas (lobbies, entryways, break rooms, etc.).

» No more than 3 per quarter per activity including the ones approved by Unit Commanders.

> Proposed flyers to advertise the event must be attached to the Fundraiser Request.

» Cannot compete with AAFES or NAF activities.

» No solicitation on base.

» Public Health (953-5606) must sign off if fundraising involves selling of food items.

These are not all inclusive. Contact FSS with specific questions
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»Signs advertising approved fundraisers may be posted
iIn common areas of buildings with the approval of the
facility manager.

»Facebook pages, social media, unofficial email (don't
forget the disclaimer). May not use government social
media as an appearance to endorse the event in an
official capacity.

»Paid advertising on FSS media.

»Word of mouth (Once approval paperwork is
received).
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» Do not confuse FSS activities or events with fundraising.
> FSS rules of engagement are very different from PO’s.
> FSS logos will be on all FSS advertising media.

»PO’s/UA’s cannot partner with FSS or Federal Government to
fundraise.

» ALL FUNDRAISING PAPERWORK STARTS AND STOPS WITH FSS.
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»Para. 10.20.3 Raffles must comply with State and local laws
of the jurisdiction in which the installation is located and
comply with any applicable requirements of such laws.

»ALABAMA DOES NOT RECOGNIZE GAMES OF CHANCE
AND RAFFLES ARE NOT LEGAL IN THE GREAT STATE OF
ALABAMA
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In addition to your traditional fundraisers (bake sales, car
wash, etc.) Additional opportunities exist at some FSS

events where concessions are needed:

» Month of Military Child
» Various Festivals
» Egg Hunts

« Cannot be considered for fundraising opportunity if org is not in compliance.

« Org will be required to pay a $20 concessionaire fee that will cover the cost of a
table, 2 chairs and a canopy. Org is required to bring their own extension cords.

* Notified by email by FSS of these opportunities (This is why POC updates are so
important).

» No duplication of sales items—first request in gets first right to sell.

» Does count as one of your 3 per quarter allowable fundraisers.
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> You may not endorse a PO fundraising event by using your position.
Air Force employees may not officially endorse (or appear to endorse) fundraising for a PO (no use of .mil email,
AF letterhead, official signature blocks, etc.). No “strong-arming” subordinates.

> Never accept gifts or donations intended as gifts to the military in your official capacity.
If you are contacted by a person, group, or business wanting to generously give to the AF, see the legal office
(953-2786) or Maxwell Marketing Dept (953-7410).

» Do not confuse PO events with official government events.

If the PO is paying for the event, then it is not an official function. POs can accept unrestricted donations from
local businesses, but when it comes time to recognize donors at the event, it must be a PO/UA officer that
thanks donors — not Air Force leadership.

» Situational Awareness of the PO/UAs that operate inside your area of control is critical. It is up to
leadership to ensure that POs/UAs do not exceed their boundaries.

Check to assure that orderly and timely turnover of records and funds are made when officers change and report

any irregularities to FSS immediately.
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If you are contacted to “help get the word out” on an event or a
fundraising opportunity:

» Refer all volunteer opportunities to the Installation Volunteer Coordinator
at 953-2353.

» Politely decline requests to assist others in promoting PO fundraising
opportunities and activities unless specifically cleared by legal office. It
could give the appearance of government sanction or endorsement, and
violates DoD 5500.7-R, Section 3-210.a.
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»PQO’s and UA’s(as well as AF units) cannot engage in any conduct that has
the effect of advertising for, making referrals to, or encouraging the use of
any commercial business concerns (TO0).

» could imply unintentional government endorsement.
» could potentially conflict with AAFES or FSS operations.
» could interfere with FSS Commercial Sponsorship Program.

» could cause liability issues with businesses who are not given opportunity at
the same venue.

» Exception for approved fundraising events through third party vendors.
Must not conflict with AAFES or FSS operations. Information Fairs may
be held for awareness of CFC/AFAF participating charities during
CFC/AFAF.
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» The Air Force has 2 official fundraising campaigns: CFC (Fall-Winter timeframe) and AFAF
(Spring) and 1 official food drive: Feds Feeding Families (summer-fall).

» These campaigns ARE allowed to be conducted during duty hours, in the workspace, by members in
uniform.

» Other than these 3 events, all fundraising and drives on base can only be conducted by Private Orgs or
Unofficial Activities that are in good standing.

» Fundraising done exclusively for the campaign does not count as a fundraiser for your organization (3
per quarter rule). CFC and AFAF does not accept cash any longer.

» Outside fundraising cannot detract from CFC or AFAF. Fundraising by UAs is
allowed to support unit holiday parties during the CFC on base. Fundraising by
PO’s during this time is not allowed on base.

> Rules governing PO/UA fundraising during AFAF and CFC are found in AFl 36-3101.
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» There are several TRADITIONAL AF events that ARE NOT OFFICIAL

events. These events require PO/UA establishment if fundraising is
needed. Some examples are:

» Retiree Appreciation Day
» Annual Awards Ceremony
> AF Ball

» Cultural Awareness Day

» Remember that appropriated funds cannot be used for these events. Money is

usually made for these events by PO fundraisers/donations and/or UA
fundraisers (only on base).
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» DO get FSS approval for ALL fundraisers (N/A for UAs
fundraising within their units).

» DO route request form through FSS/FSR. Allow AT LEAST TWO
WEEKS to process.

» DO READ all the instructions on the back of the Fundraiser
Request Form.

» DO write a comprehensive email (What, Where, When,
Why/Purpose) describing your fundraising event to submit with
the Fundraiser Request Form. This will streamline the process.

» DO submit copies of all potential advertisements/flyers/posters
with the fundraising request form.

» DO provide complete list of vendors to FSS before the event.
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»DON’T use government time, e-mail, or equipment for
unofficial fundraising activities! Don’t use it to advertise
your fundraiser, conduct activities in furtherance of your
fundraiser, or to collect money

»DON’T use your government computer to get on social
media to fundraise

»DON'’T fundraise in the federal workplace. Don'’t collect
money; don’t circulate order forms for cookies or candles or
donuts; don’t deliver or distribute fundraiser items
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»DON'’T solicit to your civilian subordinates or military members
junior in rank to you.

»DON’T use government time or allow subordinates to use
government time for PO meetings, planning committees, advisory
boards, or oversight boards.

»DON’T officially endorse, or appear to endorse, unofficial
fundraising activities and non-federal organizations or their
events, products, services, or enterprises.
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»DON’T THINK THAT BECAUSE YOU'VE SEEN IT DONE
BEFORE HERE, OR SEEN IT DONE AT ANOTHER
INSTALLATION, THAT IT WAS IN COMPLIANCE WITH
THE AFls AND JOINT ETHICS REGULATION.

Just because something was done in the past does not mean
that it is now permitted. If past activity violated the rules, it
cannot be used as precedent to authorize such action in the
future.
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DRIVES (food, coat, bicycle, etc.) do not fall under the

legal definition of FUNDRAISER.

»Sponsoring DRIVES will not count towards your
quarterly fundraising limit.

»Membership Drives without collection of money is not

considered a fundraiser

» AAFES/Commissary, however, do require drive membership
paperwork for this

»Membership Drives with collection of money IS
considered a fundraiser and must follow above
procedures
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Donations = products or money given for PO use
(sometimes referred to as Gifts)

> Soliciting donations of any sort (by anyone) IS NOT allowed on base

» Additionally, UAs are not allowed to solicit donations off base.

» Donations cannot be requested on government letterhead or official e-
mail.

» Unsolicited donations to any organizations can occur at any time.

» No advertising may be made for the benefit of the donor.

» Donor(s) can be recognized briefly at the event that their contribution
benefits with a “thank you.”

» GoFundMe or other internet “crowd funding” sites are allowed for POs (be
aware of fees and charges) GoFundMe currently = 5% + 2.9% (bank) plus
30 cents per donation ....a $10 donation = $8.90 to the originator.
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Get information at:

42 FSS/Private Org Mailbox (GAL)
42fss.privateorg@us.af.mil

Michelle Brown 953-7519 or Maxine Harvey 953-3687
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» AF| 34-223, Private Organizations (PO) Program
» AF| 36-3101, Fundraising within the Air Force
» DoD 5500.7-R, Joint Ethics Regulation (JER)

» DoDI 1000.15, Procedures and Support for Non-Federal Entities
Authorized to Operate on DoD Installations

» AFMAN 33-152, User Responsibilities and Guidance for Information
Systems

»5 CFR 2635.808, Standards of Ethical Conduct for Employees of the
Executive Branch; Fundraising Activities

» AFl 51-601, Gifts to the Department of the Air Force
» AF| 36-2909, Professional and Unprofessional Relationships
» Local Legal Rulings/Policy Letters
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