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• 17-year old firm specializing in:  

 Random Moment Time Studies, Cost Settlement, Admin Claiming,  

 Web-based Systems Development and Implementation 

 SPA Development and CMS Negotiations 

• Provide Services in 13 States 

• Service Hundreds of Schools, including large Districts 

 KY Department of Education 

 Chicago Public Schools (3rd largest in the Nation) 

 Albuquerque Public Schools (largest in New Mexico) 

 Over 90% of Schools in New Mexico 

 Orange County Public Schools (10th largest in the Nation) 

 Major Medicaid Biller for Schools in Florida 

 District of Columbia Public Schools (public and public charter schools) 

SSG Profile 
SSG Profile 
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• Service State Agencies and Counties with Large Projects 

 Ohio – 350 Time Studies and Administrative Claiming 

 Ohio – Statewide County Finance Information System 

 DC – RMTS and Cost Allocation Plans for 6 Health & Human Service 

Agencies 

 Revenue Recovery Projects for Child Welfare, TANF, Title IV-E, SSI 

SSG Profile 
SSG Profile 
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SBAP Project Team 

• Siva Kakuturi, Project Director 

• Anna Mosby, Project Manager 

• Aaron Link, Implementation Manager/Corporate Officer 

• Terryn Murphy, Training Lead 

• Deb Lower, Cost Settlement Lead 

• Chris Patton, RMTS Coding Reviews Lead 

• Suresh Muppala, Systems Lead 
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SBAP Project Team 
Project Organization 
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 LEA Coordinators/Contacts will be able to: 

1. Understand Cost Reporting & Settlement 

 PA SBAP Cost Reporting Process 

 Financial Reporting Roles and Responsibilities 

 How to enter Cost Report, calculate Cost Settlement amount and 

submit CPE Certification form using e-SivicMACS 

 Cost approval and submission process 

2. Understand Monitoring Review 

 Understand SSG Monitoring Review Process 

 Understand how to submit Monitoring supporting data using  

e-SivicMACS  

3. Identify Help Desk contact information 

Training Objectives 
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What? 

Cost Settlement is the difference 
between  the Allowable  Medicaid 
costs for the school year  and the 
“interim” reimbursements received 

by LEA during the year     

Why? 

Cost Settlement ensures that LEAs 
are reimbursed for all  Medicaid 

allowable costs for the delivery of 
Medicaid allowable direct  medical 

services  

Who? 

LEA Financial Staff enter Medicaid 
Cost Report data  

 

 

When? 

LEAs must enter Cost Report data 
between November 1 and 

December 31, 2016   

* Note: Future years will go back 
to Oct-Dec schedule 

Where? 

Data is entered into the  
e-SivicMACS web-based system, 

which calculates the Cost 
Settlement Report. Draft versions 

can be created in the system. 

Cost Settlement Overview 
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• All Costs Reported on Accrual Basis 

 This means the expenses are counted when LEA received the goods or 

services, NOT when the LEA paid for those goods or services 

 For example, Salaries for last pay period of the fiscal year should be 

included in that year, even though the payments are made in the following 

fiscal year 

• Supporting Documentation 

 Maintenance of all supporting documentation related to reported costs is the 

responsibility of the LEA 

 This is critical to protect the revenues received from Medicaid 

 

 

 

 

 

 

 

Cost Settlement Components 

Cost Settlement Overview 
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• There are No Changes from Last Year 

 

 

 

 

 

 

Cost Settlement Components 

Cost Settlement Overview 

Allowable Costs –  

Direct Health-related Services 

 Salaries for eligible direct service providers in the Staff 

Pool 

 Benefits for eligible direct service providers in the Staff 

Pool 

 Health related contracted service cost for providers in 

the Staff Pool 

 CMS approved health-related supplies  & materials 

 Depreciation cost for approved Direct Medical Service 

Equipment  

 Tuition Costs 

Allowable Costs –  

Transportation Services 

 Transportation costs for eligible transportation staff  

 Benefit costs for eligible transportation staff  

 Contracted costs for eligible transportation staff  

 Other allowable transportation costs, such as fuel, 

insurance, repairs and maintenance 

 Allowable Depreciation costs for approved 

transportation equipment  

Other Required Data 

 IEP Ratio 

 Transportation Ratios 

 Unrestricted Indirect Cost Rate (UICR) 

 Direct Medical Service Percentage based on RMTS 

 Interim Medicaid payments 
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System Access and Navigation 

• How does a LEA get to the e-SivicMACS web-site  

System Functionality 

• Review Cost Report, Cost Reconciliation and Monitoring 
functionality in the System 

e-SivicMACS System Overview  

Proprietary. 

The material presented in this document is proprietary, confidential, trade secret, and the sole property of Sivic 

Solutions Group. Contents cannot be reproduced or distributed without the written consent of Sivic Solutions Group.  

 

 Page 13 

• Web-based System 

– Access the system from any location with Internet access 

• Website available November 1, 2016 

• URL: https://PASBAP.ssghosting.com  

• User ID:  Unique ID will be provided 

• Password: Will be provided; user must change 

 

 

 

e-SivicMACS System Overview  
Access 
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• Access User Information (change password) 

 

 

 

e-SivicMACS System Overview  
Homepage 

Click Name 
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• Access Menus based on Security Role 

 

 

 

e-SivicMACS System Overview  
Homepage 
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• Select Applicable Fiscal Year 

• LEA defaults based on Security Role 

 

 

 

Cost Report 
Cost Settlement – Cost Report  
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 Dashboard provides a visual, real-time, graphical  

snapshot of the LEA’s current status in the Cost Settlement process  

 

 

 

Cost Report 
LEA Dashboard 

 All data has been  entered  
and verified 

Data has been entered, 
but still needs verification 

Not been Calculated 

No data has been saved 
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Cost Report 
Cost Report Entry Options 

 Two Options 

 Direct Entry using Screen 

 Excel Upload 

 Option 1: Direct Entry 

 Click on Edit 

 Enter Data 

 Save 

 Option 2: Excel Upload 

 Click on Export 

 Change Data in Excel 

 Import from Upload Tab 
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Cost Report – Staff Costs 

Salaries 

• Pre-tax earnings for the period.  Include wages, overtime, 
bonuses, PTO, etc. for employees included in the cost pool 

Benefits 

• LEA paid benefits such as health, dental, life, retirement, etc. for 
employees included in the cost pool 

Contracted Costs 

• Payments made to contracted staff members included in the cost 
pool 

Salaried/Contracted Staff 
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 Select Fiscal Year and LEA 

 Scroll to the bottom of screen and select Edit 

 Enter Salaries & Benefits OR Contracted Costs amounts for each 

participant; Totals automatically calculated 

 Enter any federally-funded amounts; Totals automatically calculated  

 Click Save before moving to the next screen or exiting screen 

         Use Search criteria to filter by Position or other field(s) 

 Search by “Licensed Occupational Therapist” 

 Search by first letter, e.g., J for Jakes, Jones, Johnson, etc. 

 Search using % wildcard (e.g., %speech%) 

         Use scroll bar to move to the far right for ease of data entry 

 

Cost Report – Staff Costs 
Salaries/Contracted Staff (Direct Entry) 
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Cost Report – Staff Costs 
Salaries/Contracted Staff (Direct Entry)  

Click “Edit” Button to 

manually enter cost 

values for staff member 

Filter data using 

multiple criteria 

Note that Amounts should 

be entered by Qtr and NOT 

by Year 

http://www.google.com/url?sa=i&rct=j&q=&esrc=s&frm=1&source=images&cd=&cad=rja&uact=8&ved=0CAcQjRw&url=http://www.toplevelfit.com/2012/05/10/exercise-in-as-little-as-20-minutes-per-day/tip-animated/&ei=7HGnVNmWH4HQgwSS94DoDA&psig=AFQjCNFrU26FErbljeOEIZy2vqG7gNf1NQ&ust=1420344174659025
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Cost Report – Staff Costs 
Salaries/Contracted Staff (Direct Entry)  

Enter data 
values 

Click “Save” 
Button 
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Cost Report – Staff Costs 
Salaries/Contracted Staff (Direct Entry)  

After all entries are 
made, click “Verify” 

button to check 
data against 

validation rules 
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 Select “Export”  

 Open file in Excel and make necessary changes 

 

Cost Report – Staff Costs 
Salaries/Contracted Staff (Excel Upload)  

Click 
“Export” 
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 On the Upload tab, select the file type  

(Salaried/Contracted Staff Costs) 

 Choose file type; locate file, click “Upload” 

 

 

  

 

 

Cost Report – Staff Costs 
Salaries/Contracted Staff (Excel Upload)  
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 After entering/uploading all data, click “Verify” to run  

edit and reasonableness checks on reported expenditures 

 Entries that do not pass the edit checks create “Warning Message” 

and are moved to the top and highlighted 

 To make necessary changes, select Edit, or correct and upload file 

again; Save and click Verify again 

 

 

 

 

 

Cost Report – Staff Costs 
Salaries/Contracted Staff – Verify 
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 A few of the System edits checks: 

 Salaries & Benefits and Contracted Amount for a participant is zero dollars 

 Benefits amount is more than 50% of Salary amount 

 10% or more increase or decrease in expenditures for the same participant 

from the same quarter of the prior year (Not applicable for FY2015-2016) 

 Warning messages require explanation in Notes section 

 

 

 

 

Cost Report – Staff Costs 
Salaries/Contracted Staff – Verify 
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 Entries that do not pass the edit checks are moved to  

the top and highlighted 

 Click Edit, make necessary changes 

 Click  to enter explanatory Notes as necessary. Once a Note  

has been entered, the entry will pass verification 

 An * next to the  indicates a Note has been entered 

 Click Save and Verify again 

 

 

 

 

 

 

Cost Report – Staff Costs 
Salaries/Contracted Staff – Verify 
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Cost Report – Direct Other 
Direct Medical Other 

Material and Supplies 

• These costs should only have materials and supplies found on 
the CMS approved list 

Do NOT Include!  

• Cost for materials & supplies applicable to ONLY general 
education students 

• Cost for materials & supplies used in out-of district (tuition paid) 
institutions 

• Direct Medicaid Equipment Cost over $5,000 (these go on 
Depreciation tab) 

• Federally funded costs (enter in the Federal Fund fields) 
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Cost Report – Transportation Staff 
Transportation Staff  

Specialized Transportation Services Include 

• Travel to and from school and between schools or school buildings on a 
day when a Medicaid service is on the IEP to be rendered on school 
premises and special transportation is included on the IEP as a separate 
service. 

• Travel to and from off-site premises on a day when a Medicaid service is 
on the IEP to be rendered off-site and special transportation is included 
on the IEP as a separate service 

• Use of a specially adapted or other qualified vehicle (e.g., specially 
adapted bus or van). 

The Medicaid Service rendered on day of transportation 
must result in a paid claim 
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Cost Report – Transportation Other 

Report costs as “Specialized Transportation”, or “Not Only 
Specialized Transportation” 

 

If including transportation costs, complete the transportation ratios 
on “General Stats” tab 

 

If transportation costs are entered, make sure your LEA is keeping 
detailed bus logs and all supporting documentation 

 

Transportation Other  
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Cost Report – Tuition 

LEAs may claim 100% full tuition costs for eligible students enrolled in 
an APS or CSDB, including those with partial PDE funding. Contracted 
tuition costs will be subject to an individual health-related tuition 
percentage to determine the Medicaid allowable health-related tuition 
costs. 

 

When reporting tuition, LEAs are not to include out-of-district service 
providers on the LEA’s Direct Service Cost Pool and are not to submit 
separate claims to receive interim payments for health-related services 
that are included in tuition. 

Tuition  
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Cost Report – Depreciation 

Applies to approved Medical Equipment over $5,000 

Do NOT Include!  

• Cost for equipment applicable to ONLY general education 
students 

• Cost for equipment used in out-of-district (tuition paid) institutions 

• Items costs of $5,000 or less 

• Federally Funded Costs 

Direct Medical Equipment  
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Cost Report – Depreciation 

Applies to approved Transportation Equipment over $5,000 

Do NOT Include!  

• Cost for equipment used ONLY for general education students 

• Costs for equipment used in out-of district (tuition paid) institutions 

• Items costs of $5,000 or less 

• Federally Funded Costs 

Transportation Equipment 
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Cost Report – General Statistics 

The IEP Ratio is used to calculate direct Medicaid allowable expenditures. 

• LEA’s are required to self report both the numerator and denominator of their IEP ratio. 

The Specialized Transportation Ratio is used when specialized transportation 
costs cannot be discretely broken out from general transportation costs. 

• Only applies to costs reported as “Not Only Specialized Transportation” 

• LEA must report the numerator and denominator. 

A One Way Trip is defined as a trip to or from school for a special education 
student with specialized transportation in their IEP. 

• Transportation to AND from school would be considered two one way trips. 

General Statistics –  

      IEP and Transportation Ratios 
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Cost Report – General Statistics 

 Direct Entry – Click on Edit, Enter Data and Save 

 Fields pointed with arrow are entered by LEA 

 

 

General Statistics –  

      IEP and Transportation Ratios 
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Cost Report – Submit for Desk Review 

 Ensure all Cost Data is accurate 

 Review  preliminary Cost Settlement Amount 

 Submit Cost Report to SSG for Desk Review 

 

 

Submit Cost Report for Desk Review 
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Annual Medicaid Cost Report 

DATE TO REMEMBER 

DATE TO REMEMBER 
The Annual Medicaid Cost Report is due by 

December 31, 2016 
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• Select Applicable Fiscal Year 

• LEA defaults based on Security Role 

 

 

 

Cost Reconciliation 
Cost Settlement – Cost Reconciliation 
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 Step 1. “Calculate”, Review and Approve 

 Step 2. “View Cost Settlement” to display Cost  Summary Report 

and Cost Settlement Summary in Excel format 

 Step 3. “View CPE Form” to display completed CPE Form 

 CPE Form is stamped DRAFT until Cost Report data on every tab 

has been approved 

 Step 4. “Upload” Signed CPE Form 

 Step 5. “Submit” CPE Form 

 

 

Cost Reconciliation 
Cost Reconciliation & CPE Form – 5 Steps 
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 Click “1. Calculate” 

 Review Cost Settlement Amounts 

 Approve 

 Can “Unapprove” until Submission of CPE Form 

 

Cost Reconciliation 
Cost Reconciliation & CPE Form – Step 1 
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 Successful cost settlement requires that all data is entered in the 

System  

 

Cost Reconciliation 
Cost Settlement & CPE Form – Step 1 
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 Potential System Error messages include: 

 All required data is not entered in Cost Report Section 

 No salaries data has been entered 

 Data required for IEP Ratio has not been entered 

 Cost Settlement Amount will be generated with warnings if: 

 10% or more increase or decrease in Cost Settlement Amount from  

prior year (Not applicable for FY2015-2016). Cost Settlement Amount can 

only be approved after adding comments in Notes section 

 Cost Report tabs are not in Approved status 

 

 

 

 

Cost Reconciliation 
Cost Settlement & CPE Form – Step 1 
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 Click “2. View Cost Settlement” to display Cost  Summary Report 

and Cost Settlement Summary in Excel format 

 

 

Cost Reconciliation 
Cost Reconciliation & CPE Form – Step 2 
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Cost Reconciliation 
Cost Reconciliation & CPE Form – Step 2 

 Cost Summary Report 
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Cost Reconciliation 
Cost Reconciliation & CPE Form – Step 2 

 Cost Settlement Summary Report 
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 Click “3. View CPE Form” to display completed CPE Form 

 CPE Form is stamped DRAFT until Cost Report data on every tab 

has been approved 

 

 

Cost Reconciliation 
Cost Reconciliation & CPE Form – Step 3 
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Cost Reconciliation 
Cost Reconciliation & CPE Form – Step 3 

 CPE Form Draft 
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Cost Reconciliation 
Cost Reconciliation & CPE Form – Step 3 

 CPE Form after all Cost Report Data Approved 
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 SBAP Cost Settlement Report and CPE Form can be calculated 

and reviewed, but cannot be approved until all Cost Report tabs 

are Approved and Cost Report Submitted 

 Approve each of the Cost Report tabs and Submit 

 View, Approve, print, sign and scan LEA-generated SBAP CPE 

Form  

 On “Upload CPE Form” tab, Upload signed Certification form  

 Click “Submit” to electronically transmit to SSG 

 

Cost Reconciliation 
Cost Settlement & CPE Form –  

   Approval & Submission 

Enhanced Real-time Submission of CPE Form  
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 Click “Upload CPE Form” Tab 

 Click “4. Upload” to upload signed CPE Form 

 

 

Cost Reconciliation 
Cost Reconciliation & CPE Form – Step 4 
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 Click “Upload CPE Form” Tab 

 Click “5. Submit” to submit all data and signed CPE Form to SSG 

 

 

Cost Reconciliation 
Cost Reconciliation & CPE Form – Step 5 
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 Reports are generated in real-time  

 Report access is based on user roles 

 Reports can be viewed on screen, in .pdf format, or exported to 

Microsoft Excel 

 Report Code is useful while 

communicating with  

SSG Help Desk  

 

 

 

Reports 
Reports – Cost Data 
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Reports 
Reports – Cost Settlement 
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Reports 
Reports – Cost Settlement (PDF) 
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• Select Applicable Fiscal Year 

• LEA defaults based on Security Role 

 

 

 

Monitoring 
Monitoring 
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Monitoring 
Monitoring Process – 4 Steps 

 

 LEAs selected for Monitoring Review will be notified in writing by 

DHS 

1. Review Monitoring Request for each category using “”Monitoring 

Request” Link 

2. Upload Supporting documents using  “Upload Documents” Link 

3. Communicate with SSG Team using “Response/Discussion” Link 

4. SSG Team Reviews documents and Finalizes each Section 
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Monitoring Process – 4 Steps 

 

 

 All data has been  
reviewed and verified 

Data has been submitted, 
but still needs verification 

No data has been 
uploaded 

1 2 3 

Reviewed 

In Process 

New 
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• SSG staff uploads Monitoring records request for each category  

• LEA Contact downloads records request using “”Monitoring Request” 

Link 

 

 

 

 

Monitoring 
Monitoring Process – Step 1 
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Monitoring 
Monitoring Process – Step 2 

Enter point of 
contact 

Upload all 
supporting 
documentation 

Search / view 
uploaded files  

• LEA updates Contact information and uploads Supporting documents 

using  “Upload Documents” Link 
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Monitoring Process – Step 3 
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Monitoring Process – Step 3 

Enter Comments 

Save Comments 
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Monitoring Process – Step 3 

Date/Time of 
latest comment 
displayed 
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• SSG staff reviews documents for each category and submits report to 

DHS 

• Green (Reviewed) Status indicates the completion of this step by 

SSG staff 

 

 

 

 

Monitoring 
Monitoring Process – Step 4 
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Contact Information 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Help Desk Support 

Live Support: 8:00 am – 5:00 pm 

By Phone: 

Toll Free: 1-877-916-3222 

By email: 

PAsupport@sivicsolutionsgroup.com 
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SBAP Training Survey 

We want to hear from you! 

 
Please provide your feedback of the afternoon session by 

completing this short survey: 

 

https://www.surveymonkey.com/r/NL5RFBL  



34 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
Sivic Solutions Group  

118 Sylvan Way 

New Hartford, NY 13413 

 

1-877-916-3222 

www.sivicsolutionsgroup.com 

  


