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Log In to HeMP for the First Time
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Log In to HeMP for the First Time (1 of 9)

If you have worked with USDA’'s Domestic Hemp Production Program (DHPP) in the past, you
can follow these steps to log in. If you have not submitted to DHPP in the past, go to Page 9.

1. You should have received an email with the subject “USDA HeMP Account Invitation”. Open
that email and click the “this link” linked text to access your HeMP Account.
* |f youdo not have an email invitation, send an Account invitation request to DHPP via
email at farmbill.Lhemp@usda.gov.

USDA Agricultural Marketing Service
S -S. DEPARTMENT OF AGRICULTURE

Flease do not respond to this email, as this mailbox is not
monitored. If you have questions, please use the contact
information below.

Hello,

You have been invited to join the Hempty LLC USDA Hemp
eManagement Platform (HeMP) account.

In the HeMP system, you will be able to view and manage
o information on behalf of Hempty LLC.

Register for access to the account at thg link using your USDA
eAuthentication (eAuth) account login information. If you do not
have a USDA eAuth account, you will first need to create an eAuth
account then verify your identity before accessing HeMP.

2. You will be directed to log into HeMP using your USDA eAuthentication (eAuth) credentials.
Enter your eAuth username and password, then click “Log In with Password” to log in.

Log In with

e S Password

Password

. Show Password

Log In with Password
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Log In to HeMP for the First Time (2 of 9)

3. After logging in, you will receive one of the four following messages.

+ Message 1: If you see the “Congrats! You are a member of [Account Name]” message
below, you have successfully accepted your Account invitation.

A. After seeing this message, click “Continue”.

Invitation to join an account

Congrats! You are a member of [Account Name].

- T X

9| o ¥

i em<—0

B. Click your Account dropdown on the righthand corner of the page.

C. Click “My Profile” from the dropdown.

JANE DOE

Fome

My Profile

Logout




Log In to HeMP for the First Time (3 of 9)

3. Continued: After logging in, you will receive one of the four following messages.
+ Continued: Message 1

D. You will be directed to your “Edit My Profile” tab, click “Edit Contact Details”.

Edit M‘,f Profile Edit Contact Details
Name Email

Johnny Doe johnny@samplehemp.com
Phone

202-123-4567 Other Phone

Additional Contact Information

E. Review and update your contact details by clicking into any of the fields listed
on the page including “Name” and “Contact Information”. Note: You cannot
update your email address from the “Edit My Profile” page. Your HeMP
Account is linked to your eAuth Account. If you need to update your email
address, you will need to do it through your eAuth Account in Update Account

page.

Edit My Profile

* Hama

Salutation
--Mone-- .
First Mame
Johnny
G_ Madkclle Mamea
Middle Name

*Last Nams

Doe

F. Click “Save Changes” at the bottom of “Edit My Profile”. Congratulations, your
HeMP Account is now complete. You may now begin using your HeMP

Account.
Qo $ ;



https://www.eauth.usda.gov/eauth/b/usda/updateaccount?targetUrl=https:%2F%2Fwww.eauth.usda.gov%2Feauth%2Fb%2Fusda%2Fhome

Log In to HeMP for the First Time (4 of 9)

3. Continued: After logging in, you will receive one of the four following messages.

+ Message 2: If you see the “Uh oh! Your invitation link has expired” message below,
your invitation link has expired. Request a new invitation by emailing DHPP at
farmbill.hemp@usda.gov.

=

Invitation to join an account

Uh oh! Your invitation link has expired...

i e eying i ik il walial far 20 e wrilas! MG &1 [POE TP0-240) o
al. Farmbill b mpesasdy. pro

e

3 @ |y

* Message 3: If you see the “Uh oh, Your email address doesn’t match” message below,
the email address associated with your eAuth Account does not match the email
address invited to join the Account. Request a new invitation by emailing DHPP at

farmbill.hemp@usda.gov.

Invitation to join an account

Uh oh! Your email address doesn't match...

=Y
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Log In to HeMP for the First Time (5 of 9)

3. Continued: After logging in, you will receive one of the four following messages.

+ Message 4: If you see the “Uh Oh! You are not that kind of user” message below, your
email address is being used for another Account type (e.g. you have a State/Tribe
Account using the email provided). You will need to create a second eAuth Account
with a different email address to access your sampling agent Account. After your
new eAuth Account is created. Request a new invitation by emailing DHPP at
farmbill.hemp@usda.gov.

Invitation to join an account

Uh Oh! You're not that kind of user...

It looks like your email i1s already associated with a particular HeMP account type. HeMP
does not allow you to use the same email address for multiple account types. If you are
associated with more than one account type, you will need to get a second
efuthenticatian account with & different email address, At that point, you can ask your
celleagues to re-send the invitation using the alternate email address. Please reach out to
AMS if you have guestions or need to request special accommodations. You can contact
AMS at (202) T20-2491 or farmbilLhemp@usda.gov,

O
Nl
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Log In to HeMP for the First Time (6 of 9)

If you have not worked with USDA’'s Domestic Hemp Production Program (DHPP) in the past,
you can follow these steps to log in. If you have submitted to DHPP in the past, go to Page 4.

1. Go to https://hemp.ams.usda.gov/s/.

2. Under the “Is this your first time working with USDA’'s Domestic Hemp Production Program
(DHPP) or are you a returning user to HeMP?” click “Sign Up”.

Is this your first time working with USDA's Domestic Hemp Production Program (DHPP), or are you a
returning user to HaMP?

Walcomel The HeMP System allows producers, States, Tribes, and testing labs to submit applications and reports, and o manage
licensee data online. If you have not worked with DHPP in the past. you can sign up or log in through eAuthentication (eAuth) below

ofuth iz reguired to access the syslam

If you are a returning HeMP user, log in below

oI - T

3. You will be directed to login to HeMP using your USDA eAuthentication (eAuth) credentials.
Enter your eAuth username and password, then click “Log In with Password” to log in.

e Log In with @)

Password
UserID Forgot User ID

Password Forgot Password

. Show Password

Log In with Password



https://hemp.ams.usda.gov/s/

Log In to HeMP for the First Time (7 of 9)

4. You will be directed to begin the Account sign up process, click “Get Started”.

@ %
-

Just a few minutes Submission confirmation email

Pr T uld takeo 5 f Ll It T o0 Y T a4 com mation
P et sesch Wt M ting thi

o g B E

@
-

Account confirmation email

5. Once you are on the “Your Information” page, review your contact information and enter

additional details directly into the information field if needed. Note: HeMP is linked to your
eAuth Account. If you need to update your email, username, or password, you will need to

do so through your eAuth Account.

6. Once you have reviewed and/or updated your contact information, click “Next”.

johnny@hempsample.com

*Mame

Salutation
MNone

rsl MNams
Johnny

a Middle Mame

Middle Mame

*Last Name

o d -

10



Log In to HeMP for the First Time (8 of 9)

7. Once you are on the “Account Type” page, click “Sampling Agent”.

8. Scroll down and click “Next”.

Sampling Agent

7 >

© >

9. Once you are on the “Add Account Details” page, enter the requested information.

10. Once you have provided your information, click “Next”.

Add Account Details

Please provide the information below about yourself, induding your name in the Account Name field.

g Affiliated Labs

Address Information

eat Addres City

-Mone-- -

"



Log In to HeMP for the First Time (9 of 9)

11. Once you are on the “Your account creation request has been received!” page, your Account
request has been received by USDA. You will also receive an email confirming your Account
request has been received.

12. Within 5 minutes of completing the Account sign up process, you will receive an email with
the subject “USDA HeMP Account is Ready” indicating that you can now use your new
Account.

13. You can now log in to HeMP any time by going to https://hemp.ams.usda.gov/s/ and logging
in using your eAuth username and password.

12


https://hemp.ams.usda.gov/s/

Log In to HeMP (1 of 1)

1. Go to https://hemp.ams.usda.gov/s/.

2. Under the “Is this your first time working with USDA’'s Domestic Hemp Production Program
(DHPP) or are you a returning user to HeMP?” click “Log In”.

Is this your first time working with USDA's Domestic Hemp Production Program (DHPP), or are you a
returning user to HeMP?

Walcomel Tha HaMP System allows producers, States, Tribes, and testing labs to submit applications and reports, and to manage
licensee data online, If you have not worked with DHPP in the past, you can sign up or log in through sAuthentication (eAuth) below.

efAuth is required to access the systam,

If you are a returning HeMP user, log in balow

EZIN -

3. You will be directed to login to HeMP using your USDA eAuthentication (eAuth) credentials.
Enter your eAuth username and password, then click “Log In with Password” to log in.

- ©
Log In with =

Password

Password

. Show Password

Log In with Password

13
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Modify My Profile

Modify Contact Information
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Modify Contact Information (1 of 2)

1. Click your account dropdown on the righthand corner of HeMP.

2. Click “My Profile” from the dropdown.

Home

My Profile

Logaout

3. Onceyou are on the “Edit My Profile” page, click “Edit Contact Details”.

Edlt M?’ Prﬂﬁle Edit Contact Detanls
e Mame Email

lane Doe hemp@hemp.com

Phone

202-123-4567 Other Phone

Additional Contact Information

15



Modify Contact Information (2 of 2)

4. Review and update your contact details by clicking into any of the fields listed on the page
including Name, Contact Information, Address Information, and Certification Information.
Note: You cannot update your email address from the “Edit My Profile” page. Your HeMP
account is linked to your eAuth account. If you need to update your email address, you will
need to do it through your eAuth account in Update Account page.

Edit My Profile

* Mame
Salutation
--Mone-- A
First Name
lane
o_ Middle Name
Middle Mame
* Lasl Mamsa
Doe

Suffix

— Suffix

5. Click “Save Changes” at the bottom of “Edit My Profile”.

Cancel Save Changes

e

16
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Submit Certification of Completion

Submit Proof of Certification

Modify My Sampling Location

Cancel My Certification
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Submit Proof of Certification (1 of 3)

In order to sample USDA licensed producers, you must take USDA’'s Sampling Agent Training.
To become a sampling agent for producers licensed by States or Tribes, you must contact each
State and Tribal hemp program and fulfill their training requirements. States and Indian Tribes
with an approved plan may require the sampling agents used by their licensed producers to
take the USDA training, or they may develop their own custom training. Licensed hemp
producers may not act as sampling agents.

After completing USDA's Sampling Agent Training, you will receive a certification of
completion, which must be uploaded into the HeMP system and verified by USDA. Note: This is
not your official certification, which is only provided after USDA has successfully verified your
training certification of completion. Your official certification will contain your unique sampling
agent ID number and be provided to you in the Files column on the HeMP homepage.

Your account’s certification status will be updated in the HeMP system after USDA verifies
your training certification. USDA-licensed producers can view contact information for all
certified sampling agents qualified to sample hemp for USDA-licensed producers on the AMS
website.

1. Click “Complete USDA Sampling Training” on the right of the homepage to navigate to the
formal USDA sampling agent training program website. Note: You will receive a certification
of completion after successfully completing the training.

Nelcome Back!
%\ Message to Sampling Agents

Ondy LS04 Spprovss ERTplng SEE My cobICE BAmples S0 LSDA-ICRnssd hamg Rocucen, Comently, Thess BOSUCErS Bre Iacatnd in Haws,
Hewm Hamgatie. Wasddiso. D Fort Peck kiniaitoise & Suun Tribed, the Comdederaied Sabsh & Keotenal Trites of Flathesd Retersslon. ssd the
Lowesr Brute Sioux Tribe: in Croer 12 EEEe producens Ucenmed by otfer weates or ik, ¥Ou MU SoNesct sach nate Bnd tribs and Tulfil el rsning
R

Complete IS Samgling Traning

I prcher 15 tmis USDA licwnssd produucsrs, you must taks LISTW Ssmpling Agent Training by chcking the "Comphsts USDW Sampling Trsining” icon

2. Navigate back to the HeMP system and click “Register as a Sampling Agent” to start your
request to become a certified sampling agent. A pop-up will appear.

The certificate of completion is valid for gne calandar year To maintam your certified status, you must complete the annual training and re-uplead a
copy of your niéw cerlificate before the expiration date.

I applicable, your Business Mamé can bé updated in the System by clicking 1o your Account Nami below and then updating the feld. All ather updates
(e.g- Certification Date) must be requested by clicking *Contact Lis™ in tha Halpful Links section.

q-)—

18



Submit Proof of Certification (2 of 3)

3. Once you see the “Update Certification Status” pop-up, fill out the following fields:

A. Select one of the “Submission Reasons”. Note: To register as a sampling agentin a
State or Tribe that directly regulates hemp producers inits jurisdiction, register as a
non-USDA approved sampling agent and upload any documentation that would
support your attestation.

* | am submitting a new or updated USDA sampling agent training certificate of
completion

* | am self-reporting as a non-USDA approved sampling agent

+ My sampling locations have changed

* |would like to upload additional supporting documents

B. Select the State(s) or Tribe(s) in which you intend to sample hemp in the “Sampling
Location(s)” field.

C. Type additional comments or explanations in the “Supporting Documentation” field.
Note: Comments should refer to letters of approval, Sampling Agent IDs, a signhed
attestation statement, or other certifications required to sample in the selected
State(s) or Tribe(s).

D. Upload relevant documentation, including a copy of your certification of completion.

* Submission Reason

Available Chosen
o-) | am submitting a new or updated USD... ’

| am self-reporting as a non-USDA app...

My sampling locations have changed

| would like to upload additional suppor...

*Sampling Location(s) @

Available Chosen
B i ]

Alabama
Alaska
Arizona

Arkansas

Supporting Documentation ﬂ'

o—r &, Upload Files  Or drop files

19



Submit Proof of Certification (3 of 3)

. Click the checkbox to certify that you are attesting that the information provided is
accurate to the best of your knowledge provided herein.

. Click “Submit”.

o>

| certify the above statement.

Cancel

=3 <0

. USDA will review your submission; updates and all related files can be found under the “My
Profile & Files” tab on the homepage.

A. Inthe “Sampling Agent Information” section view your Certification Status and the
USDA Review Status, which indicates whether USDA has reviewed your submission.

B. All related files can be found in the “Files” section. Note: A copy of your official
certification as a certified sampling agent will be uploaded to the Files section after
your submission is successfully verified.

>

Account Mame W

ummy Sampling Agent ...

Files

O

Fila Hamsa

To cancel your sampling agent centilication. click hare

My Profile & Files

ﬂ Sampling Agent Infermation

Certification Status “ | Sampling Location{s) * Expiration Date USDA Review Status
Certified Alabama 0772372021 Pending Review
w | Created Date | Last Modified Date A

06/03/2022 1:45 PM

072021 11:071 AM

20



Modify My Sampling Location (1 of 2)

You can modify your sampling agent information at any time, such as your sampling location.
Updates to your sampling location do not require review by USDA. USDA only reviews new or
updated USDA sampling agent training certificates of completion.

1. Click “Register as a Sampling Agent”.

The certificate of completion is valid for gne calendar year. To maintain your certified status, you must complete the annual training and re-upload a
capy of your new certificate before the expiration date.

If applicable. your Business Name can be updated in the system by clicking to your Account Hame balaw and then updating the field, All othar updates
le.g. Cortification Date) must ba requested by clicking “Contact Us” in the Halpful Links section.

[ 1 LR

2. Select “My sampling locations have changed” in the Submission Reason field.

3. Select the updated State(s) or Tribe(s) in the Sampling Location(s) field.

UpPOaiE CETUMCATONT STaTUs

* Submission Reason

Available Chosen

| am submitting a new or updated USD... » My sampling locations have changed &—e

| am self-reporting as a non-USDA app...

| would like to upload additional suppor...

. Sill‘l‘l;,‘lllr!h’ Locations) n'

Available Chosen

Massachusetts Maryland € e

Michigan

-

Minnesota

Mississippi

Supporting Documentation

21



Modify My Sampling Location (2 of 2)

4. Upload relevant documentation, if necessary.
5. Click the checkbox to certify the above statement.

6. Click “Submit”.

o+ 1, Upload Files  Or drop files

File Mame » | Created Date

Sally Sample_USDA Blackboard Certific... 08/23/2021 12:44 PM
Official USDA Certification 2021_Sally 5...  08/23/2021 1116 PM

Maryland State_Sampling Agent Certific... 08/23/20211:36 PM

m * « | certify the above statement.

Cancel

8k

=]

=[]
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Cancel My Certification

You can cancel or withdraw your certification to be a USDA-approved sampling agent. Your
certification status will automatically update to “Canceled”. If you would like to recertify as a
USDA-approved sampling agent in the future, you will retain your unique sampling agent ID

number.

1. Click the “click here” text below on the homepage.

To cancel your sampling agent certification, click here <
Sampling Events My Profile & Files

) sampling Agent Information

Account HName o Ceartification Status L Sampling Location(s) L Expiration Date LSDA Review Status

Dummy Sampling Agent ...  Certilied Alabama 07232021 Pending Review
Files

Fila Nama b Created Data L Last Modified Date

test_upload _PDF () 06/03/2032 1:45 PM

Test PDF Q72021 11:01 AM

L%

2. Click “Submit Cancellation” in the pop-up.

Cancel Certification

Click "Submit Cancellation™ to withdraw your certification to be a USDA-approved sampling agent.
Your certification status will automatically update to "Canceled"”.

If you would like to recertify as a USDA-approved sampling agent in the future, you will retain your
unigque sampling agent 1D number.

Cancel Submit Cancellation 2

23



Manage Sampling Events

Manage Active Sampling Events

View Past Sampling Events
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Manage Active Sampling Events (1 of 3)

A Sampling Event represents an instance of sampling for a Producer. For each Sampling Event,
you will have the opportunity to document sample details for each lot you sample.

1.

After a Producer has identified you as their Sampling Agent, you will receive a “New
Sampling Event Assigned to You” email notification. You will also see a new Sampling Event
on your profile under the “Active Sampling Events” list. To manage your active Sampling
Events, click the “Sampling Events” tab on the homepage.

Click the “Active Sampling Events” subtab. Note: If you do not see a Sampling Event on your
profile, call the Producer to ensure he/she has created a Sampling Event or call USDA for
support.

Click on the “Sampling Event ID” to log sampling details and to view the Producer and
Testing Lab details. Note: You must log your sampling details within 1 week of sampling and
will receive a “Reminder to Submit Sample Information” email notification 5 days after the
requested sample date.

T cancl your sampling agent canification, Click by

Log your Sampling Event Details

Afvec o Producar has identified you as their asmpling agent. you'll ses & Sampling Event on your profibe, IT you do not séa 8 Sampling Event of your
prodibe closs b your agresd Sampbng Data, call the producer or LIS0A Tor suppor

Active Sampling Event Details

Click on the Samgling Event 1D 1o log sampling datails and ses mone intormaton about your Producer, You must log your sampling detals within 1 weak
of samplng.

Active Sampling Events

Sampling Event ID w  Producer Account w  [Phone Mumber «  Reguested Sample Date 4

e 3 Producer Test Account 1-Busin,. 239555122 DEI4/2022
Show

i q B [y Total reconds 1

Once you are on the “Sampling Event Details” Page, scroll down to the “Growing Lot
Samples” section and click the “Growing Lot Sample ID”.

Growing Lot Samples
T

Click on Geowing Lot Sampls I snd snier regired Sty within o wsk of sempling, Pster 1 0 dipturmmine fha masimam rurmbse of cippinge sesded par ot e migEerted you balos mors fan
¥ e Ak OF lsppanges whan LBmplig hem £1og

] GrowingLots

Dirtemirng Lot Eursbi 11 v irvesiry Lot Hurni v Bimpling Aorage v Harvest Dutd Rasge
0? y : T 12 IS T
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Manage Active Sampling Events (2 of 3)

5. Click “Edit”.

P p—
SMPL-00000000%:4

) irstructions
Filll it fodkrweng infoeT
Sample 1D natrocton: Wiils & 12 dygil Sampds 10 on sach package you dhe Must Toemat an Year- Sampling Agent Mumbsst- Foor Dypt Sample Romber, £ oeoples 20503240004

Tracking Humsber Insaructions Enfer the tracking rumber for sach packape wou send b Tha Testing Lat, For multpls traciking numbers, sesparsts ssch with & comme, Exsmple: 11123458 2224507

6. Fill out the informational fields in the “Add or Edit Sample Details” pop-up including:
A. Date Sampled: When you sampled the intended lot.

B. Sampling Status: Choose either “Completed” or “Did Not Sample”. Note: If you did not
sample the growing lot, select “Did Not Sample” and skip to Step 7.

C. Number of Clippings: Number of clippings from the lot sampled.

D. Material Sampled: Choose either “Live Plant”, “Shredded Biomass”, or “Stems and
Leaves”.

E. Sample ID: Write a 12-digit Sample ID on each package you ship. Must format as
Year-Sampling Agent Number-Four Digit Sample Number (e.g., 2022-1234-5678).

F. Tracking Number: Enter the tracking number for each package you send to the
Testing Lab. For multiple tracking numbers, separate each with a comma (e.g., 11-
123456, 12-34567).

7. Click “Save”.

Add or Edit Sampling Details

Sample Details

o> e Jo
O — i

Sample |0 and Tracking Number
o
QO—

=<0 26




Manage Active Sampling Events (3 of 3)

8. Click “Add Files” to upload any necessary files to the Sample Record, if applicable.

Files |0 Add Fis

Title Crwrar Last Modifed Sw

9. Click “Return to Sampling Event” once you are finished editing the details of this sample.

Cewing Lok Sample

& SMIPL-O0000000 Y

u Instructions

Sampling Evend

SE-DOO00001 19 b - 10

n Instructions

v il brwweg bl 12 et Ve inr Sampbrng Evivt Prales % 1 [T T I L L R R ey p——

dwtadn i tha Growing Loty saction. of {he pags

11. Read the “Sign & Submit” pop-up and check the box next to “l certify the above statement”.

12. Click “Submit”.

Sign & Submit

By signing below. all Sampling Agents agres to abade by all rules and regulations of the
USDA Damastic Hemp Production Program and certify the mfarmation proaded in this
Sampling Event is accurate and truthful, Any persen who is found to hase materially
falzsfied inforrmation on this Sampling Event will be ineligible to participate in the ISDA
Domeatic Hemp Production Program

= | heraby attest that | am not employed by the individual or business licensed to grow
or process hamp where thess samples were collactad

= lam neither related to the licenses, nor do | reside in the same howsehald as the
bcgnses whose samples were colleciad

s Ifollowed all the sampling protocols catlined in the USDA-DHPP's Samplng

idelines fo collect these samples

27



View Past Sampling Events (1 of 1)

To view your past sampling events, click the “Sampling Events” tab on the homepage.

Click the “Past Sampling Events” subtab.

Click on the “Sampling Event ID” to view additional sampling details.

*Sa'r.r ing Events My Profile & Files

Log your Sampling Event Details

After a Producer has identified you as their sampling agent, you'll ses a Sampling Event on your profile. If you do not see a Sampling Event on your
profile close to your agreed Sampling Date. call the producer or USDA for support

i Sarmpdin F.-} Past Sampling Evénts

Past Sampling Events

Sampling Event ID d Producer Acoount hd Requested Sample Date Submitted On L
o‘* SE-000 n2g New Super Mew Producer Acco..  06/08/2022 06/082022
E-000000012 New Super Mew Producer Acso. DE0B 2022 oe/mar2oz2
E 0123 New Super Mew Producer Acco..  06/08/2022 06/082022
SE-D0K New Super Mew Producer Acoo DEI0E 2022 oemarzozz2

Once you click into a “Sampling Event ID” from the screenshot above, scroll down to the
“Growing Lot” sample section and click the “Growing Lot Sample ID” to view specific

sample details.

Sirrphng Bverd
SE-DOOO0001 54

v Samgling Dates

B2z

W Presfucer Datails

Proodu! Tiel ACCount 3 - ko 1 LRl

2345678901

W Main 52

Dhartasm, ot Hampsrene 824
w Testing Lab
vt OF A K Testing Lo FEE SEC 190
Ga st
O crewinelon
Grawing Lol Sample 10 Grzwing Lol Murmbe Lamplmg Ao sage t D jo srrpied
156 0 IE0RZE
m TTTEBE0-A 120 TIA02E - TITIE he
Sher

LL I B
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