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Best Practice for dealing with FOG incidents (Catering premises) – Republic of Ireland
Case File for:

…………………………….

Owner:

……………………………
Case File Number

……………………………
Introduction  
It is a criminal offence under Local Government (Sanitary Services) Acts, 1878 to 1962 to discharge or allow discharges of any matter likely to damage the sewer or drain or “likely to interfere with the free flow of its contents”.  

This procedure sets out how <Local Authority> aims to reduce discharges that are potentially the source of material thought to cause repeat blockages, focusing on discharges of fat, oil and grease.   
Background
Sewers blocked by Fats, Oils and Greases (FOG) can be caused by many different reasons.  Some blockages can be dealt with simply, whereas others have more complicated solutions.  First time blockages in areas of mostly domestic properties may be prevented from reoccurring by educating the homeowners with leaflets about the impact of FOG.  Other areas where there are more persistent problems with several food outlets may require more proactive approaches before the problem is resolved.  
A significant proportion of FOG blockages result in flooding, this can be either internal (within a building) or external (within open areas).  Often the flooding is the first indication that there is a blockage in the system.  Only flooding incidents from FOG related blockages can be resolved by the methodology set out in this Case File.  
Aim

The aim is to address the problem of FOG related repeat blockages through a progressive process of contacts with the dischargers of FOG to persuade, and where necessary, enforce improved FOG management practices. The aim of this methodology is not to prosecute the discharger, but to persuade them to either change their kitchen management practices and/or install grease management systems as part of a FOG management strategy. If, however, this approach is unsuccessful the final option is to prosecute. If the procedures within this methodology are adhered to any prosecution should not be compromised and a wealth of evidence will be available to enhance the prosecution.    

Methodology

Having completed the first two aspects of the FOG Strategy MS Excel workbook you have been directed to control the problem at source.  This Case File will advise you how to progress FOG problems from catering premises.  

This is a staged methodology to resolve repeat blockages in areas that have several catering premises discharging to the same sewer. These repeat events have been targeted due to the required additional maintenance and cleaning costs. There are many catering premises such as takeaways and restaurants that are unaware of the problem that FOG can cause.  For this reason this methodology has been developed to identify where to focus resources to improve problems associated with FOG.  
The following stages are required to successfully prevent the discharge of FOG.    
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action Plan

Stage 1
A site visit, to explain the problem to owners, should be made with the Environmental Health Officer (EHO).  Resources will be needed as several visits may be required before a meeting occurs.  During meetings it may be beneficial to open manholes and show the owners the problems in their drains and the public sewer.  Explain how fats etc. turn rancid generating smells as well as providing a food source for rats, neither of which are desirable for catering premises.  Communication advice for site visits is included on page 8.

Where odour problems are an issue an odour log sheet (see page 9) can be given out to all catering premises on the street.  This helps to show the community that the problem is being addressed and that improvements will be made. The purpose of these sheets are to demonstrate the impact of odours, whether they are getting worse or improving.  Completed sheets should be attached to the case file and if odour complaints continue more sheets can be given out.  

Stage 2 

Information on kitchen best management practices (Disposal of Fats Oils Greases and Food Wastes Best Practice for Catering Outlets, Water UK, 2007) should be given out.  Standard commercial legal letter 1 (see page 11) can be hand delivered or posted prior to the visit. The dispatch date should be recorded in the Record of Correspondence. When letters are downloaded from the website take note that there are differing standard commercial legal letters for each jurisdiction, make sure the appropriate letter is downloaded.  
It may be appropriate to offer information on grease control systems, either grease separators or dosing systems.  Further information on how to locate and size a grease separator is contained in Grease Separator Advice booklet.  This should be provided without prejudice as guidance, as manufacturers and suppliers will give advice about their product.  
All these leaflets and letters request the proprietor to make changes to their grease management strategy. 
Additional information provided to owners can include:

· Better Management of Fats, Oils and Greases in the Catering Industry, Envirowise, 2007;
· Grease separator maintenance record sheet (see page 10);
· Odour log (see page 9);
· Any appropriate <Local Authority> promotional material.  

Stage 3
Further site visits will be required to check that improvements have been made and the problem is being taken seriously.  No specific changes should have been requested at this time as different solutions work for different locations. The information provided during Stage 2 requests that changes occur.  The purpose of a further site visit is to check that a change has occurred, this may include: 

· Altering cooking practices to use less fats, oils and greases;  

· Alternative disposal routes;
· Installation of a grease separator or dosing system;

· Training staff to scrape plates before washing.  
During the site visit more specific changes may be discussed especially if no change has occurred.  Depending on the scale of the problem and the number of premises involved this may take some time and several visits.  
At this stage it is possible to have several visits to the same location to check improvements before issuing further legal letters. For example, if the proprietor has made changes but they are not working successfully, further information could be provided and another visit would be required to follow up on those changes.  However, all visits should be recorded in the Record of Correspondence.  This record will demonstrate that the owner had agreed to take action within a specified time period.  
Stage 4
If improvements have not been made within the time period agreed the second standard commercial legal letter (see page 14) should be sent out and the date of dispatch recorded in the Record of Correspondence.  

Stages 3 and 4 can be repeated with letters of increasing severity being issued (see pages 14 and 16).  Three standard letters are provided for each jurisdiction.  The legal department of <Local Authority> should be consulted if further letters are required but it is recommended that after the third letter further action is taken.  This is described in Stage 5.
Stage 5
After the three standard commercial legal letters have been sent and there have been no attempts to improve the quality of the discharge by the owners, sampling should be considered.  Prosecutions using only one sample are not always successful so tri-partite or triplicate sampling is recommended even though it was repealed by the Environment Act 1995.  

Instructions for sampling are given on page 18 along with sample labels (see page 23) and a chain of custody form (see page 24) to comply with sampling procedures set out in Section 209 Water Resources Act 1991.  
A chain of custody form is required to prove when sampling occurred, and when the sample was sent to the laboratory for testing.  This is required if a prosecution is entered into and must be completed at the time of sampling.  Three samples are collected, one for the discharger, one for <Local Authority> records and one for testing. The sample retained by <Local Authority> should be referenced in the Log for Collected Samples (see page 25) and stored according to <Local Authority> policy.  
Sampling may need to be repeated over time particularly if no attempts to improve the discharge have been made.

Further monitoring may be required in the form of visual inspections during the opening hours of the offending premise to establish if FOG is being discharged at peak times.  This will show the owners that you are monitoring the situation and taking it seriously.  In some cases Emergency Sampling maybe required if the discharge is unsatisfactory.  
Stage 6
Often sampling persuades the discharger to alter their behaviour as they know they are being monitored.  However, if this fails to achieve a result, further inspection such as CCTV is required.  This stage can be undertaken alongside Stage 5 and may periodically be undertaken as part of Stage 5 further monitoring.  

The following should be met when undertaking CCTV surveys:

· CCTV surveys should be undertaken in accordance with MSCC4 (Manual of Sewer Condition Classification, WRc), this gives details of coding. 
· CCTV surveys should be undertaken in accordance with Model Contract Document for Sewer Condition Inspection, WRc this gives details of procedure and equipment testing that should be undertaken.  
· The Contractors name, the date, time and location should be logged on the CCTV footage,
· Proper reference should be made to the CCTV footage in the log of all CCTV surveys and cleaning undertaken,
· The CCTV footage (DVD, etc) should be stored in accordance with <Local Authority> data requirements.  
Stage 7  
The local authority officer has the power to serve notice on the discharger if their drainage is insufficient, under the Building Regulations 1997-2006.  They can also serve notice if the drainage is prejudicial to health or a nuisance under the Section 107 of the Public Health (Ireland) Act 1878.  There are numerous food hygiene regulations that the local authority enforce and these include the storage of fats, oils and greases and their removal by licensed contractors.  
The sewerage undertaker can prosecute under the Local Government (Sanitary Services) Acts, 1878 to 1962, but the offence has to be proved beyond reasonable doubt.  
The information in this Case File should help to prove beyond reasonable doubt that discharges interfering with the free flow of contents have been made. 
Discussions should be undertaken between the case manager and their legal department.  It should not be assumed that the local authority will prosecute.  If all Stages of this process have been complied with all information should be available as evidence for prosecution.  
Stage 8 

When prosecution is undertaken by the legal department of <Local Authority>, this Case File should be made available when requested. 
Note:

· If at any stage the situation has been resolved satisfactorily the site should be monitored for a further 12 months to ensure that management practices and control systems remain in place.  The Case File can be closed if no further incidents occur within the 12 month observation period. 
· If any further cleaning, blockage removal, or sewer flooding incidents occur at this site while this Case File is in progress these should be recorded in log of all CCTV surveys and cleaning undertaken.   

Stage 1 - Site Visits - Handy Hints
1. Speak clearly and do not cover your mouth when talking (as some people lip read).
2. If the owner of the commercial premises does not speak English, speak clearly and use simple words.  

3. Make eye contact with the owners when they are talking to show you are listening.

4. Do not raise your voice in anger.

5. You many need to explain what you are doing more than once, don’t get annoyed by this! 
6. Site visits maybe for a variety of reasons, what ever the reason tell the owners why you are there.  Keep the conversation short and to the point.  If they tell you about how awful it is and how many times it blocks make a note of the details in the Gather Data worksheet.  You should also take their name and contact details.  Add these to the list of contacts for catering premises.
7. If the site visit is to unblock the sewer and find out where the blockage came from, let the owners know that the sewer is blocked with fat, oil or grease that may have come from their restaurant or takeaway.  

8. If the sewer is being monitored for fat, oils and greases let them know that you have checked their connection or manhole or drain.  This shows you are taking the problem seriously and doing what you said you would do.  

9. Any cleaning should also be recorded in the log of all CCTV surveys and cleaning undertaken with dates, times and locations - from where to where.  The operator or contractor should undertake any jetting in accordance with the Sewer Jetting Code of Practice (WRc).  

10. On completion of the visit, record who was present from <Local Authority> and the discharger(s).  Record the date, time and location of the meeting/visit on the Record of Correspondence.  Note any actions that were agreed for example, who was going to do what and by when.  
Stage 1 – odour Log Sheet

Name…………………………………………………………

Address………………………………………………………………………………….……….

	Date
	Time
	Weather conditions
	Type of odour
	Strength of odour
	When is the odour present?
	Where is the odour coming from?
	How far from the source can the odour be detected?

	
	
	(Dry, Hot & Sunny, Wet etc.)
	(Sewage, Fat, Food, Chemicals etc.)
	(Weak/Mild/Strong)
	(All day/ Intermittent (am or pm))
	Your premise (inside/outside) or

Other premise
	Grease Separator, Manhole, Toilets etc.
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	


Stage 2 – Grease Separator Maintenance Record Sheet

Name of Business:
	Date/Time
	Inspection

Only 

()
	Cleaning

()
	Inspected/Cleaned by: 

(Contractor/own staff)
	Volume Removed

(litres)
	Disposal of Fat 

(Bin, collection, waste transfer note reference)
	Comments
(e.g. blockages, odours, condition of trap)
	Signature

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


Stage 2 - Standard Commercial Legal Letter Level 1

These are standard letters used by all local authorities and the text should not be changed. Formatting and company logos can be added.  
<Local Authority Address>
<Address line 1>

<Address line 2>

<Address line 3>

<Address line 4>

<Address line 5>
Tel <Telephone number>
Fax <Fax number>
Email <email Address>
Our Ref:

Your Ref:

Dear Sir or Madam,

Local Government (Sanitary Services) Acts, 1878 to 1962.
<Council name> is currently contacting businesses in your area reminding them of their responsibilities regarding the disposal of waste such as fat, oil and grease.  Significant amounts of fat, oil and grease have been removed from the sewer system during the cleaning operations in the locality.  These fat, oil and grease deposits can lead to blocked sewers, which may result in flooding of properties.  The fat, oil and grease deposits also attract vermin such as rats.  Businesses that dispose of this type of waste should be aware of the effects of inappropriate disposal on themselves and their neighbours.

It is an offence to empty or to allow to be emptied, into any drain connecting to a public sewer, any matter which is likely to interfere with the free flow of its contents.  Further if fat, oil and grease from your premises enter the public sewer and contribute to a blockage we may seek to recover our clearance costs from those responsible.    

To prevent sewer flooding and blockages it is important to dispose of your fat, oil and grease responsibly.  This may include scraping fat, oil and grease from plates and cooking utensils into suitable containers before washing, or by pouring liquid fat, oil and grease into suitable containers to cool. This should then be disposed of using a licensed waste contractor. We would be grateful if you would review your grease management practice including the use of grease separators and have enclosed some leaflets to help you with your review.  

Any business, such as a takeaway or restaurant that produces fat, oil or grease as a waste by-product, is required to make suitable arrangements for disposal.  Fat, oil or grease should be collected in a suitable container and disposed of by a licensed contractor.  Your business should keep records of licensed waste disposal. 

Thank you for your attention in this matter and please do not hesitate to contact me if you have any queries.  

Yours faithfully

<insert name>  

<Enc. Do’s and Don’ts laminated sheet>.
Copied to Environmental Health Department of <the relevant Local Authority>
Stage 3 - Standard Commercial Legal Letter Level 2

These are standard letters used by all local authorities and the text should not be changed. Formatting and company logos can be added.  

<Local Authority Address>
<Address line 1>

<Address line 2>

<Address line 3>

<Address line 4>

<Address line 5>
Tel <Telephone number>
Fax <Fax number>
Email <email Address>
Our Ref:

Your Ref:

Dear Sir or Madam,

Local Government (Sanitary Services) Acts, 1878 to 1962
Further to our letter dated <Date> <previous correspondence> <Council name> has again detected that large amounts of fat, oil and grease have been deposited into the public sewer serving your property.  The removal of fat, oil and grease results in increased operational costs which we may seek to recover from the business or businesses responsible.  In addition fat, oil and grease deposits also attract vermin such as rats.  

It is a criminal offence to empty or to allow to be emptied, into any drain connecting to a public sewer, any matter which is likely to interfere with the free flow of its contents.

Accordingly, those found responsible for the discharge may be prosecuted.  By writing to you we would like to ensure your cooperation in this matter as practical solutions are preferable to legal action.  

All businesses must make suitable arrangements for disposal of fat, oil and grease.  You are reminded that grease separators should be installed for commercial kitchens under the Building Regulations 1997-2006.  You must ensure the grease separator is kept on-line and functional.  It must be inspected and maintained regularly and the contents disposed of appropriately.  Regular maintenance will be simplified and less costly if you follow best practice by keeping as much fat, oil, and grease as possible out of drains and sinks.  
You are reminded that under the Waste Management (Licensing) Regulations 2004 all fat, oil and grease is to be collected in a suitable container and disposed of by a licensed waste contractor.  

If you have any concerns about compliance please contact <case manager/FOG contact>.  

Thank you for your co-operation.

Yours faithfully

<insert name>  
Stage 4 - Standard Commercial Legal Letter Level 3

These are standard letters used by all local authorities and the text should not be changed. Formatting and company logos can be added.  

<Local Authority Address>
<Address line 1>

<Address line 2>

<Address line 3>

<Address line 4>

<Address line 5>
Tel <Telephone number>
Fax <Fax number>
Email <email Address>
Our Ref:

Your Ref:

Dear Sir or Madam,

Local Government (Sanitary Services) Acts, 1878 to 1962
<several or single> A recent incident <blockage> in the public sewer <add details of specific event> caused by a deposit of fat, oil and grease which has been traced back to a drain from your premises.  This incident required <details of clean up> which incurred these costs <€> which may be recovered from your business.

We remind you that it is a criminal offence to empty or to allow to be emptied, into any drain connecting to a public sewer, any matter which is likely to interfere with the free flow of its contents.  

Additionally < Council name > has the right at all reasonable times to enter any premises for the purpose of investigating whether an offence has been committed and to obtain samples for use as evidence in case of prosecution.  

<Council name> is currently considering what further action to take, which may include the bringing of a prosecution.  We strongly advise you to speak to <FOG Contact/ Case manager> with regard to how you are preventing any further fat, oil and grease from entering the public sewer.  

Yours faithfully

<insert name>  

Stage 5 - Sampling Guidelines

Stage 5 requires further action in the form of formal sampling.  

The Environment Act 1995 revoked the requirement of tri-partite samples as set down in Section 209 of the Water Resources Act 1991 (as amended).  However, <Local Authority> recommend collecting formal tri-partite (triplicate) samples.  This means the FOG discharger has the opportunity to analyse a sample, to help their defence in Court. 
Tri-partite or triplicate samples should be undertaken in accordance with the following:
On site administration:

· Make sure another representative from <Local Authority> is present at the time of sampling.

· Ensure you have all items in the Formal Sample Kit (see page 21).  
· When on site, introduce yourself and show your ID card, even if you know the person well. 
· Request a “responsible person” as a witness, this should be a manager or the owner of the premises.  
· If the owner is not present then the manager or other responsible person should represent the company. 
· Ensure detailed notes are taken during the site visit.  These should include details such as date, time, weather, description of effluent, any information gathered about why the quality of effluent is poor, spillages and where they occurred as well as whom you spoke to. 
· Make sure the date and time that the notes were made is included.  The names of the witnesses from both <Local Authority> and the FOG discharger should be included in your notes.  If possible get them both to sign and date your notes.
· Inform the responsible person that you intend to take a Formal Sample in accordance with the requirements of Section 209 of the Water Resources Act 1991.  Also inform the responsible person that you intend to have the sample analysed and the results of the sample may be used in any subsequent legal action <Local Authority> may take against them.  

Taking the sample:

· The Formal Sample must be representative of what is being discharged to the sewer.  This is likely to be liquid but if obvious lumps of fat or grease are being discharged these should be collected as well.  For the purposes of Stage 5 it is unlikely that chunks of FOG should be removed from the walls of the chamber or sewer.  
· The sample should be taken from an inspection chamber or manhole on the drain if possible.  If this is not possible a sample should be collected from the sewer upstream and down stream from the connection in question.  
· The sample should be taken using the previously sealed Formal Sample Equipment and clean unused bottles.  

· Collect the FOG into a bulk container (with marks on the side to represent volume) and take enough to fill three sample bottles.  
· Pour the effluent into the three bottles, a small amount at a time, swirling the container slightly to prevent any solids falling out of suspension.  
· Do not spill any effluent on the ground and leave a small gap at the top of the bottle if necessary.  
· The Act does not specify equal parts, so one bottle can be of a different level than the others the laboratory will require a minimum amount in each bottle this should be confirmed with the laboratory.  Contact details for the laboratory should be added to the Contact details for relevant people involved in investigation.  
· If there is any effluent left in the bulk container, any remnants of sample left in the bottle should be shared among the bottles and should not be disposed of to the sewer.  

· Complete the Formal Sample Labels (see page 23) with all relevant information including signatures of sampler and witnesses.  The outside of the bottles should then be wiped clean and the labels should be stuck on to the bottles.  
· Each bottle should be placed into a plastic bag and sealed.
· The FOG discharger should then be asked to pick one of the bottles and should be advised to have the sample analysed if they wish their own evidence to be available.
· The remaining sections of the sample should be placed into a cool box in the boot of a locked car.

Sample Delivery to Laboratory

· On leaving site a chain of custody form (see page 24) should be completed with the analysis required (see page 22).  The chain of custody form must stay with the sample at all times.  Each person who “holds” the sample must complete the form.

· Notify the laboratory that you have taken a Formal Sample.

· The sample should be delivered either straight to the Laboratory for analysis or to the depot where samples are couriered to the Laboratory.

After the Sample is received by the Laboratory

· The laboratory should inform you of the sample number which should be recorded in the case file sample log on page 25.  Once analysis is complete the chain of custody form should be returned to you.  Attach this to the case file.  

· The third sealed sample is kept in accordance with <Local Authority> policy, as it may be required as evidence in Court.  
Stage 5 - Formal Sample Equipment Required

· At least 4 bottles of identical capacity, new and unused

· Security seals (at least 4)

· Plastic bags (large enough for bottles to be placed in and sealed)

· Formal Sample labels (see page 23)

· Dedicated sampling equipment, including a pole and at least 2 clean sealed sampling cups

· Bulk sampling container (5 litres)

· Gloves

· Funnel (sealed)

· Relevant PPE equipment

· Camera

· Dictaphone

· Numbered page notebook

· <Local Authority> ID Card

· Chain of Custody forms (see page 24)

· Laminated Caution Card
· Cool box

Stage 5 - Analysis Required 
It is suggested that the sample is analysed for some or all of the following:

· Total amount of fat, oil and  grease;

· Fatty Acid profile;

· Suite of metals including heavy metals; 

· Total, volatile, and suspended solids;

· Water content;

· Melting point.

Further information on testing can be obtained from the laboratory (see Contact details for Relevant people involved in investigation).  
Stage 5 - Sampling Labels

To be completed at time of sampling. 
	<Local Authority> – OFFICIAL SAMPLE



	COMPANY NAME AND ADDRESS
	
	
	<Local Authority> SAMPLER (PRINT)
	

	
	
	
	<Local Authority> SAMPLER (SIGN)
	

	
	
	
	<Local Authority> WITNESS (PRINT)
	

	
	
	
	<Local Authority> WITNESS (SIGN)
	

	
	
	
	Company Witness (Print)
	

	SEAL NUMBER(S)
	
	
	Company Witness (Sign)
	

	
	
	
	Obtain if possible – this signature is  not essential

	SAMPLING POINT
	

	DATE
	
	TIME
	


To be completed by Analyst. 

	DATE
	
	TIME
	
	Lab Ref No.
	

	Analyst (Print)
	
	
	Analyst (Sign)
	

	Witness (Print)
	
	
	Witness (Sign)
	

	


[image: image2.jpg]Stage 5 - chain of Custody form

[image: image3.png]



	FORMAL ANALYSIS REQUIRED:
	
	LABEL DETAILS:

	
	
	Company/business Name:



	
	
	Company/business Address:



	
	
	

	
	
	Sampling Point:



	
	
	Date:



	ROUTINE ANALYSIS REQUIRED:
	
	Time:



	
	
	<Local Authority>  Sampler:



	
	
	<Local Authority>  Witness:



	
	
	Proprietor/business Witness:



	
	
	Seal numbers:




	SIGNED
	
	PRINT NAME
	
	DATE
	

	(<Local Authority>)
	(on behalf of Sewer operations)
	
	
	TIME
	

	SIGNED
	
	PRINT NAME
	
	DATE
	

	(Courier or Sampler)
	(on behalf of Labs and Sampling)
	
	
	TIME
	

	SIGNED
	
	PRINT NAME
	
	DATE
	

	(Courier)
	(on behalf of Labs and Sampling)
	
	
	TIME
	

	SIGNED
	
	PRINT NAME
	
	DATE
	

	(Lab)
	(on behalf of Labs and Sampling)
	
	
	TIME
	


	TO BE COMPLETED BY SAMPLE RECEPTION

	DATE RECEIVED:

	LAB SAMPLE NUMBER ALLOCATED:

	RECEIVER:

	COMMENTS:



Stage 5 - log for collected samples

	Date
	Location sample was collected from
	Witnesses to sampling
	Sample number from laboratory

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


























NO. OF BOTTLES:�
�
�
SENT DATE:�
�
�
SERVICE OR WORK ORDER NUMBER:�
�
�






<Address line 1>


<Address line 2>


<Address line 3>


<Address line 4>


<Address line 5>





Tel <Telephone number>


Fax <Fax number>


Email <email Address>
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