October Monthly
Records Clerk Meeting

OSPI Title I, Part C Migrant Education Program
Sylvia Reyna, Maria Guzman, Ceair St. Onge, Elizabeth Ramos

Washington Office of Superintendent of

PUBLIC INSTRUCTION




Verify School District Dates and Staffing and RC

Resources & Activities
Ensure all staff, building, and calendar information is up to date

District Grants
What services will your school district be offering?

What services will your school district be offering?

Supplemental Services & Missed Siblings

Reporting all supplemental services and ensuring all siblings are enrolled

Tips and Reminders
Pop quiz, data change requests, record confidentiality, and EOE reminders

I Enrollments and Graduation
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Month

Date

Records Clerk Monthly Meetings

Virtual via Zoom | Held on Wednesdays from 10-11 am

Registration Link

September September 17th https://us02web.zoom.us/meeting/register/LZL1glYPQByiW M25-WIA
October October 15th https://us02web.zoom.us/meeting/register/1Y7W45rCT9yQX82KNNQ4JA
November November 19th https://us02web.zoom.us/meeting/register/EMQ ONyPTW6MTrJk9xminQ
December December 10t https://us02web.zoom.us/meeting/register/cQtimrd7TmuKOyjyg8Z Ww
January January 14t https://us02web.zoom.us/meeting/register/vIF 6hisRwOUx13C8Mw3hQ
February February 11t https://usO2web.zoom.us/meeting/register/uLZzKEddSDOiUCAJOO n9w
March March 11th https://us02web.zoom.us/meeting/register/c2MLWO37SiKrlJbfdehvNTg
April April 8th https://us02web.zoom.us/meeting/register/e3cR6SKpThSmJZtSYj02LA
May May 13th https://us02web.zoom.us/meeting/register/oMG36Pqg2Q4-qgRwA2bdeOsA
June June 10th https://us02web.zoom.us/meeting/register/0zS dcErQki2guz4kP2a A
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https://us02web.zoom.us/meeting/register/LZL1glYPQByiW__M25-WIA
https://us02web.zoom.us/meeting/register/LZL1glYPQByiW__M25-WIA
https://us02web.zoom.us/meeting/register/LZL1glYPQByiW__M25-WIA
https://us02web.zoom.us/meeting/register/1Y7W45rCT9yQX82KNNQ4JA
https://us02web.zoom.us/meeting/register/EMQ_ONyPTW6MTrJk9xminQ
https://us02web.zoom.us/meeting/register/cQtimrd7TmuKOyjyg8Z_Ww
https://us02web.zoom.us/meeting/register/vIF_6hisRwOUx13C8Mw3hQ
https://us02web.zoom.us/meeting/register/uLZzKEddSDOiUCAJ0O_n9w
https://us02web.zoom.us/meeting/register/c2MLWO37SiKrJbfdehvNTg
https://us02web.zoom.us/meeting/register/e3cR6SKpThSmJZtSYj02LA
https://us02web.zoom.us/meeting/register/oMG36Pq2Q4-qRwA2bdeOsA
https://us02web.zoom.us/meeting/register/oMG36Pq2Q4-qRwA2bdeOsA
https://us02web.zoom.us/meeting/register/oMG36Pq2Q4-qRwA2bdeOsA
https://us02web.zoom.us/meeting/register/0zS_dcErQki2guz4kP2a_A

Office hours Info

Zoom link: https://us02web.zoom.us/j/83813341344?from=addon

e Virtual via Zoom
Every other week
Wednesdays
10-11 am
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School District Directory

New for SY 25-26

District Directory

District

All Districts

Click on any of the buttons below to copy email addresses

Copy Migrant Program Coordinators ][ Copy District Contacts ][ Copy Migrant Graduation Specialists ]

Copy Summer School Directors ” Copy Records Clerks ][ Copy Migrant Student Advocates ][ Copy Recruiters ]

[ Copy Parent Liaison/Advocates ][ Copy Migrant Nurses H Copy Superintendents ][ Copy Other Ed Staffs ][ Copy Pass Contacts

Copy Federal Programs Directors ” Copy Food Services H Copy Out-Of-School Youth Advocates ]

ABERDEEN 216 NORTH G STREET

Aberdeen, WA 98520

Regular Term: 8/27/2025 - 6/10/2026 Spring Break: 4/06/2026 - 4/10/2026
Winter Break: 12/22/2025 - 1/02/2026

FEDERAL PROGRAMS DIRECTOR  RECRUITER RECORDS CLERK
NANI VILLARREAL YAZMIN CARBAJAL KYMM WOLFE
Phone (360) 538-2013 Phone (360) 538-2040 Phone (360) 538-2013

NVILLARREAL

YCARBAJAL KWOLFE

Washington Office of Superintendent of
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School district dates and
migrant staff are verified on
MSDRS website by FPD
and/or RC & updated by
district staff throughout the
year.

Account Page/ Admin
District Directory

Please send any updates
to: msdr@msdr.org


Presenter Notes
Presentation Notes
You can find your school district directory on the MSDR website.  Please review your districts dates and  listing to make sure we have the correct people listed and verified as staff and the correct dates for breaks and  the 2025-2026 term.


MSIS Admin Reporting Screens Updates

TSl 1) Contact Management
a) Validate Staff Members

$  Admin 2) District Management—2025-2026
Start and End dates

a) School Year
Contact Management b) Winter Break
c) Spring Break

3) Building Management

a) Indicate the buildings that are
“Inactive”

District Management

Building Management

Washington Office of Superintendent of
PUBgI:IC INSTISUCt:TIC;N Title | Part C Migrant Education Program | October RC Meeting  10/15/2025 6


Presenter Notes
Presentation Notes
If there are changes that need to be made under the directory,  you will need to go under the Admin Reporting Screen in MSIS and update any or all of the three of  the categories listed – contact management – to validate staff memebers, 
district management – to verify the 2025-2026 school year start and end dates, winter break and spring break, 
And building management – to indicate any buildings that are "inactive"


Training Information

Jﬂ

* Review the training materials at MSDRS

 Contact Maria Guzman for technical assistance or trouble
shooting at maria.guzman@k12.wa.us

Washington Office of Superintendent of
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MSDRS Resources

Migrant Student ®ata Reporting & Support Go to PASS Log In Site

About Us District Directory Events Resources Request Account Forgot Password

Return to MSIS  Log Out

Resources Resou rces
Forms Request ments and resources for Federal Programs Directors (FPDs), Recruiters, Records Clerks, and other education staff.
ID&R Federal Programs Director (FPD) 2024 OSPI MEP Conference RT/RC
Records Clerk Overview for New Staff USDA Establishing Migrant Eligibility (November Sessions
e sealnid 2004) MSIS Reporting Updates and Preparing for 2024-2025
TS Health USDA Migrant Free Lunch Eligibility (August 2004) School Year
MEP Event —
e Fiealth Brochure (English) OSPI Free Lunch Memo (Ded Migrant Student ®ata Reporting & Support Go to PASS Log In Site
PASS OSY Definitions About Us  District Directory Events Resources Request Account Forgot Password Return to MSIS  Log Out
Back to Top
OSY Brochure (English) Family Educational Rights an Migrant Student Information System
OSY Brochure (Spanish MEParonyms
rochure (Spanish) Resources for Records Clerks
MEP Glossary
Maps Priority for Service (PFS) Defi

All Districts Supplemental Service Definit » -
| IQ
Non-Project Districts

o Learning Center Reference Documents Guides
Project Districts

Records Clerks Training Videos and PowerPoints. MEP Reference materials such as acronyms, glossary, and OSPI

communication chart.

Guidance materials such as handbook, regulatory guidance, and
School District Boundaries

OSPI state guidance documents.
MSIS Introduction |
MSIS Introduction I Family Educational Rights and Privacy Act (FERPA) MSIS Handbook
MSIS Individual Student Enroll/Withdraw MEP Acronyms MSIS Reports Booklet
MSIS Individual Supplemental/Assesment MEP Glossary MSDRS RC-RT Monthly Activity Guide (PDF)
MASS Assessments OSPI/MSDRS/ESD Communication Flow Chart SY 23-24 MSDRS RC-RT Monthly Activity Guide (Word)
MASS Enrollment Priority for Service (PFS) Definition
MASS Supplemental Supplemental Service Definitions
Overview for New Staff Clearing Cache from your Browser

Washington Office of Superintendent of
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ctober Monthly Activities

Records Clerk: October

Act ivit i es o u S h o u I d Happy Halloween! It's October, that means we need to start reporting Supplemental Services as they are being
y provided. Verify that graduation requirements are entered for all grades.

complete this month

°
to Stay on traCk WIth ENTER GRADUATION REQUIREMENTS FOR 9TH GRADERS « Possible Missed Sibling

| + Review graduation requirements for 10-12th grade and make + District Enrollment Status

ou r re ortin any changes if necessary Report
y « Building Supplemental Services
Summary
REPORT DESIGNATED SCHOOL OF GRADUATION FOR HIGH . ;t”de't“ Supplemental Services
[ ] scHooL STUDENTS epor

« Termination Report

WORK OM POSSIBLE MISSED SIBLING ENROLLMENT LIST

+ Use the MASS screen to indicate if students have “left district” NOTES:
or are “enrolled elsewhere.” If student is in your district,
process an enrollment for them

REPORT SUPPLEMENTAL SERVICES
+ Review your district grant to verify which services your district
applied for and report these

WITHDRAW STUDENTS WHO LEAVE AFTER SCHOOL STARTS OR HAVE
EOE
» Withdraw on day student left district —
« IfEOE, please withdraw a day before QAD (example: QAD is 9/2/2021 then i
withdraw on 9/1/2024

Washington Office of Superintendent of
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Reviewing District Grant

 Review the Program Planning Section of your district grant
« What Supplemental Services did your district apply for?

* Is your district providing Academic Services? If so, which ones?

= |f ELA and/or Math are on your grant: PRE and POST assessments for students in
PreK-8t grade are required

* Is your district providing Non-Academic Services?

* The reporting in MSIS should reflect the services that are listed on
the grant application

Washington Office of Superintendent of
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Review District Grant

Yes

&cademic support in English Language Arts (ELA)

Academic support in Math

Mon-Instructional Support;

Educational Supplies;

Career Education and Postsecondary Preparation;
Health/Dental;

Student Leadership/Engagement;

Transportation;

Social Work/Outreach

Washington Office of Superintendent of
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Does Your District Plan to Provide

Academic Services?

100

80

60

40

20

0

ELA/ MATH PRE AND POST-EXAMPLE Make sure you are reporting
PRE and POST assessments

for the students receiving

those services

* We report Pre/Post
assessments for students in

Pre-k thru 8t grade
* Make sure you are
selecting REGULAR PRE
B ._l from the Test Type/Name

District 1 District 2 District 3 District 4 District 5 District 6 d I’Op dOWﬂ

Math PRE [} Math POST ELAPRE [} ELA POST

Washington Office of Superintendent of
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Enrollments for the 25-26 SY

Have you processed your enrollments for the 25-26 SY?

o |f yOU havenlt all’eady = WMISIS cearstonse ~ BY DASHBOARDS & STUDENT 2% MASS  / REPORTS  #%£ ADMIN
done so, please make s Mass e+ COE Enroll
sure to enroll student in .
nrotiment
the 25-26 school year o NONE SELECTED

Withdraw

» Check your COE Enroll Missed Sibling
tab frequently for Needs Withdraw
pending enrollments

COE Enroll

Educational

Assessment

Washington Office of Superintendent of
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School of Graduation

¢ SeleCt the h|gh = WMWISIS cearstonee ~ BE DASHBOARDS 8 STUDENT 2% MASS  »/ REPORTS  #£ ADMIN
SChOOI bU||d|ng 2+ Mass =% School of Graduation
students are envoliment
curre ntly Enroll NONE SELECTED
. Withdraw
atte n d I n g Missed Sibling Building
Needs Withdraw
COE Enroll Grade School Year
¢ SeleCt SChOOI Educational ALL GRADES s 2025-2026
Yea r Assessment

SUBMIT
Graduation Requirements

School of Graduation

» Select a grade Supplment

Washington Office of Superintendent of
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Graduation Requirements

ceanstonee -~ MR DASHBOARDS 2 STUDENT 2% MASS  / REPORTS % ADMIN

a» Mass &% Graduation Requirements

* These are the classes your high school

students need to graduate
s  Talk to your counselors to get this list

Graduation School Year

20252026
Educational

Assessment
Graduation Requirements
School of Graduation

Supplemental

Eligibility

Would you like to import Graduation Requirements from a Previous Year?

School Year

Washington Office of Superintendent of
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upplemental Services

« What services are your
students receiving?

« Report these in MSIS by usin
the MASS tab

Mass =% Mass Supplemental Process
Enrollment Show or Hide Services
n mel
Enroll
Withdraw Enroliment Term
REGULAR
Missed Sibling
Needs Withdraw Student
COE Enroll e
]
Educational DOB: 07/09/2010
Assessment —
]
Graduation Requirements DOB: 07/24/2007
school of Graduation [rraEr—
L]
S DOB: 10/23/2009
Eligibility

COE Revalidation DOB: 08/19/2009

Washington Office of Superintendent of

Enrollment
Enroll
Withdraw

Missed Sibling

o Mass

Needs Withdraw

COE Enroll

Educational

Assessment

Graduation Requirements

School of Graduation

Supplemental

DISTRICT
NONE SELECTED

Building

Grade
ALL GRADES

UBMIT

4% Mass Supplemental

£ RETURN TO MASS SUPPLEMENTAL CRITERIA

-

YWS|S ceamsronse - 13 DASHEOARDS

SHOW ALL SERVICES

Scheol Year
2025-2026

Enroliment Term
Regular

Student Search

Enroliment

CENTRALIA HIGH SCHOOL
Grade Level: 10

CENTRALIA HIGH SCHOOL
Grade Level: 12
ENR: 09/02/2025

CENTRALIA HIGH SCHOOL
Grade Level: 10
ENR: 09/02/2025

CENTRALIA HIGH SCHOOL
Grade Level: 11
ENR: 2/2025

a8 Mass

Enrallment
Enrall

withdiaw
Missed Sibling
Needs Withdraw

COEEmall

Educational

Assessment

Graduation Requirements
School of Graduation
Supplemenal

Eligibiity

COE Revalidatian

Missed COE

Health

Immunizatian

screening

a% Mass Supplemental Process

Shaw or Hide Services

Enrolment Term
REGULAR

g
i

DOB: 07/09/2010

DOB: 07/24/2007

DOB: 10/23/2009

DOB: 08 /192009

DOB: 02/08/2008

Encoliment

CENTRALIA HIGH SCHODL
Grade Level: 10
ENR 09/02/2025

CEMTRALIA HIGH SCHODL
Grade Level: 12
ENR 08/02/2025

CENTRALIA HIGH SCHODL
Grade Level: 10
ENR: 03/02/ 2025

CENTRALIA HIGH SCHODL
Grade Level: 11
ENR 03/02/2025

CENTRALIA HIGH SCHODL
Grade Level: 12
ENR 03/02/2025

CRED ACCR BA MATH Pk sci

RETURN TO MASS SUPPLEMENTAL CRITERI

WATHE PRESCHOOUKREADINESS © SCENCE CTE CAREERED AND POST SECONDARY PREP® DENTALD EOUCATIONALSUPLESS
SOCIAL HORK CUTREACH . STUDENT LEADERSHIP/ ENGACEMENT © TECHNOLOGY ) TRANSPORTATION® CASE MANAGENENT &

Grade Level
AllGrade Levels

CARPOST DNTL ED SUPL. HLTH NONINST ~ SOCOUT  STDNT LEAD ENG TECH TRAN
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Presenter Notes
Presentation Notes
This section is about updating and listing the supplemental services that are being offered through your Title I Part C grant.  You'll find this information under the Mass Tab at the top, then select the Supplemental tab on the lower left.  You'll need to enter in the information for your school district and what building you are verifying for this school year.
Once you hit submit, you'll be shown the students in that building that are receiving supplemental service.  If you go over here and select Show all services, the screen will take you to the itemized services and what each student is receiving or what needs to be added. 


Possible Missed Sibling Enrollment List

= WWIS|IS cearstonse ~ BE DASHBOARDS & STUDENT 2% MASS REPORTS 4% ADMIN

\ ! U4
°
HelprI Tlp .Q- A Reports MSIS > A/ Reports > Enrollment
-
=~

Student Lists Age 0-2 Student List

This report lists students who are 0, 1 and 2 years old and enrolled in your school district

FI RST: ReVieW the POSS[b le Frelment o District Enrollment Status Report

Ehg'b'my This report lists the enrollment status of students enrolled this school year compared to the students enrolled in school last year. It will display if student

Missed Sibl[ng Enrotlment L[St Statistical Migrant EOE Free Lunch Student List

v This report is a listing of all students whose eligibility ended the previous year but are entitled to be served free lunch for 30 days into the next year accorn
on the MSDRS website. This serves as documentation for migrant students to substantiate free meal eligibility and has a place for a signature and date o

Re O rt Educational
p Migrant Free Lunch Student List

Assessment v This report is a listing of students currently enrolled in the LEA who are eligible for free lunch according to the Richard B. Russell National School Lunch A

[ ) Th is re p O rt id e n tifi es for migrant students to substantiate free meal eligibility and has a place for a signature and date of the LEA officia

Secondary Migrant Student List

Stu d e nts Wh O a re N OT Supplememal h This report lists students enrolled by building.

Paossible Missed Sibling Enrollment List

e n ro | |ed i n yo u r d ist ri Ct b ut Health This report lists possible missed students that are not enrolled for the current school year but may have siblings that are currently enrolled in schoo
Health Reports

have siblings that are ostRer
currently enrolled

SCHOOL YEAR
20252026

Priority for Service Student List

v This report lists migrant children who are failing, or most at risk of failing, to meet the States challenging State academic content standards and challeng
year.

Washington Office of Superintendent of
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Presenter Notes
Presentation Notes
Another activity for this month is to ensure all siblings are included in the program. You'll want to start by reviewing the Possible Missed Sibling Enrollment List report.  This report will show you a list of students who are not enrolled in your district – but have siblings that are currently enrolled.


Possible Missed Sibling Report

mﬁ Wafsngns Migraet Fieet nfongtion Sysien g L 1) ME LY IR a Dane Cremed 10008236005

Possible Missed Sibling Enrollment List

Sapdemy Evrolieg n The 100 5 D034 Sovan

CASCADE TOTAL STUDENTS: 30

Mt R g | e s

ORI IOD T |CABTALEY

Lpal= ey e ] LI OO S G
1 LA | ¥ SRR N | CASCADE)
TR ] ST TOE b | CASTLDE
A TrsFr- il | & Sl e Mg & jLASADE)
2132 3 ORI B | CASTAE]
Lo i ] 1 Gllrhepdd & Cabtabily
12306057 7 OIS [CASTADE)
L IeEa 3 TR S | CARCADE)

e o L Castahfy

SECOND: Identify the students/families you need to connect with

IF the student is in your district but not attending school enroll them as OS otherwise you will do the
following:

Washington Office of Superintendent of
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Missed Sibling

THREE: use the MASS tab to indicate if the student has “left the district” or “enrolled elsewhere”

= WMSIS ceamstonee -  BE DASHBOARDS S STUDENT 8% MASS  »/ REPORTS %% ADMIN Student Search 0 =
a» Mass = Missed Sibling
Enrollment Missed Sibling Criteria:
Enroll
Withdraw B

District: SCHOOL DISTRICT/AGENCY - cehoolvear

Missed Sibling ISNCL NONE SELECTED School Year: 2025-2026 v m
Needs Withdraw
COE Enroll
Educational
Assessment Check the Students Who have Left the District:

Graduation Requirements

School of Graduation Left The District Enrolled Elsewhere COE Number Student ID SSID Name Birth Date Age Most Recent

Supplemental
A No data available
Eligibility

C Revalidation

Washington Office of Superintendent of
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Withdraw EOE Students

1. Review your Termination Report
2. Withdraw Student a day before their QAD

For example: if a student has a 10/15/2021 QAD the student is withdrawn on 10/14/2024

= WWVISIS ceamstonce - Mg DASHBOARDS & STUDENT 2% MASS &/ REPORTS %% ADMIN

AN Reports MSIS » .~ Reports » Eligibility
Student Lists o Daily COE Generation Report
Enrollment This report generates a daily listing of COEs completed by a recruiter.
ligibil o Monthly COE Generation Report
Eligibility This report generates a monthly summary of COEs completed by a recruiter.
Statistical o eCOE Revalidation List
This lists shows the eCOE revalidations due as reported on the eCOE APP.
Educational —
o COE Revalidations Completed Report
Assessment This report lists COEs Revalidated for the selected School Year. Reported revalidations and the status will be displayed on the report.
Seconda o Possible Missed COE Report
Y This report lists students currently enrolled in your school district who do not have a COE completed by your school district as reported in the MSIS.
Supplemental o Qualifying Arrival Date (QAD) Report
This report lists students whose qualifying arrival date (QAD) will expire within 30, 60, 90 or 120 days.
Health o
- Termination Report

This report lists students who have been terminated from the MSIS. Termination reasons are graduated, GED, deceased, end of eligibility, or other.

Washington Office of Superintendent of
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Test Your Knowledge
i

N

Why would this student get flagged in MSIS?

N

PR

Grade Enroll Date | Withdraw Date | Term Date | Description QAD EOE Actual EOE
12 8/28/2024 6/16/2025 6/6/2025 Graduated 7/20/2022 | 7/19/2025 6/6/2025

* Program eligibility ends when the student graduates.
 Records Clerk would need to correct the students' Withdraw Date to the date
they graduated — 6/6/2025

Washington Office of Superintendent of
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When to Submit a Data Change Request

DATA CHANGE REQUEST

* Delete an enrollment
* Change an enrollment date (if it's more than 20 days)

* Delete an enrollment mid school year
°* Remove a student from a COE

* Changes to eligibility data

* Void a COE

* Change a birthdate (birth verification)

Washington Office of Superintendent of
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Keeping Records Confidential

« FERPA requirements for unidentifiable information shared
outside a secured system

* Only reference the student's MSIS or SSID when discussing
data within the MSIS system through email or chat tools.

* If sharing a file, remove any personal identifiable information
such as first and last name and only keep their student ID #.

« May also password protect the file before sending to the _—
designated recipient and send the password in a separate
email.

 Save to an internal shared folders that requires a password to
access.

Washington Office of Superintendent of
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Activity Guide Avallable!

OSPI
RC/RT Monthly Activity Guide

Find it on the MSDI.RS. website! 03 3056 Sehog] Vaar
RC/RT Monthly Activity Guide SY 24-25

All training dates have not been
updated on the Activity guide

Washington Office of Superintendent of
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https://s3-us-west-2.amazonaws.com/msdr-msis-data/cache/file/RCRTActivityGuide.pdf
https://s3-us-west-2.amazonaws.com/msdr-msis-data/cache/file/RCRTActivityGuide.pdf
https://s3-us-west-2.amazonaws.com/msdr-msis-data/cache/file/RCRTActivityGuide.pdf

Questions?

Washington Office of Superintendent of
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