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S
p
e
c
i
a
l
 
a
t
t
e
n
t
i
o
n
 
m
u
s
t
 
b
e
 
g
i
v
e
n
 
t
o

t
h
e
 
n
e
e
d
 
f
o
r
 
a
c
c
u
r
a
c
y
.

L
a
n
g
u
a
g
e
 
o
f
 
t
h
e
 
T
a
s
k

Q
u
a
n
t
i
t
a
t
i
v
e
 
C
o
n
c
e
p
t
s

K
e
y

D
e
p
r
e
s
s

M
e
c
h
a
n
i
c
a
l

A
d
d
 
+

S
u
b
t
r
a
c
t

M
u
l
t
i
p
l
y
 
x

L
i
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n
g

N
o
n
-
l
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t
i
n
g

*
C
h
e
c
k
 
w
i
t
h
 
O
f
f
i
c
e
 
a
n
d
 
B
u
s
i
n
e
s
s

I
n
s
t
r
u
c
t
o
r
 
t
o
 
d
e
t
e
r
m
i
n
e
 
t
h
e
 
p
r
o
-

c
e
d
u
r
e
s
 
a
n
d
 
c
o
d
e
s
 
t
h
a
t
 
t
h
e
 
s
t
u
d
e
n
t

n
e
e
d
s
 
t
o
 
k
n
o
w
 
f
o
r
 
t
h
e
 
m
a
c
h
i
n
e
s

b
e
i
n
g
 
u
s
e
d
.

R
e
s
p
o
n
d
 
p
r
o
p
e
r
l
y
 
t
o
 
t
h
e
 
c
o
d
e
s
 
f
o
r

t
h
e
 
m
a
t
h
e
m
a
t
i
c
a
l
 
p
r
o
c
e
d
u
r
e
s
.

C
o
p
y
 
a
n
d
 
r
e
c
o
r
d
 
a
c
c
u
r
a
t
e
l
y
 
t
h
e

n
u
m
b
e
r
s
 
b
e
i
n
g
 
u
s
e
d
 
i
n
 
t
h
e
 
c
o
m
p
u
t
a
t
i
o
n
s
.

S
u
p
p
o
r
t
i
v
e
 
I
n
s
t
r
u
c
t
i
o
n
a
l
 
M
a
t
e
r
i
a
l
s
:
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S
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e
e
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1
o
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1

S
t
u
d
e
n
t

P
r
o
g
r
e
s
s

B
e
h
a
v
i
o
r
a
l
 
T
a
s
k
 
K
n
o
w
l
e
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g
e
s
/
T
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s
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S
k
i
l
l
s .

I
n
s
t
r
u
c
t
i
o
n
a
l
 
M
e
t
h
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d
s

7
7 w u = 1
3 o L
.

4-
-) C

1
0 w >
,
-
-
c
)

.
- 0 > C

W >
r
-

4
-
> 0 = "0 0 1

W n
7 >
1

0
:
0

r-
-

L
E
J

G
i
v
e
n
 
t
h
e
 
n
e
c
e
s
s
a
r
y
 
t
o
o
l
s
,
 
m
a
t
e
r
i
a
l
s
,

e
q
u
i
p
m
e
n
t
,
 
a
n
d
 
r
e
q
u
i
s
i
t
e
 
k
n
o
w
l
e
d
g
e
,
 
t
h
e

l
e
a
r
n
e
r
 
w
i
l
l
:

1
.

i
d
e
n
t
i
f
y
 
t
h
e
 
d
i
f
f
e
r
e
n
t
 
m
o
d
e
l
s
 
o
f
 
k
e
y

p
u
n
c
h
 
m
a
c
h
i
n
e
s
.

2
.

n
a
m
e
 
a
n
d
 
d
e
s
c
r
i
b
e
 
t
h
e
 
o
p
e
r
a
t
i
o
n
 
o
f
 
e
a
c
h

o
f
 
t
h
e
 
o
p
e
r
a
t
i
n
g
 
f
e
a
t
u
r
e
s
 
o
f
 
a
 
g
i
v
e
n

k
e
y
 
p
u
n
c
h
 
m
a
c
h
i
n
e
.

3
.

i
d
e
n
t
i
f
y
 
t
h
e
 
b
a
s
i
c
 
k
e
y
b
o
a
r
d
 
a
r
r
a
n
g
e
-

m
e
n
t
 
o
f
 
k
e
y
 
p
u
n
c
h
 
m
a
c
h
i
n
e
.

4
.

d
e
s
c
r
i
b
e
 
t
h
e
 
l
a
y
o
u
t
 
o
f
 
t
h
e
 
k
e
y
 
p
u
n
c
h

c
a
r
d
 
d
e
s
i
g
n
.

5
.

i
d
e
n
t
i
f
y
 
t
h
e
 
s
p
e
c
i
f
i
c
 
c
o
d
e
s
 
o
f
 
a
 
p
r
o
-

g
r
a
m
 
c
a
r
d
 
a
n
d
 
f
u
n
c
t
i
o
n
s
 
p
e
r
f
o
r
m
e
d
 
b
y

e
a
c
h
.

6
.

p
e
r
f
o
r
m
 
t
h
e
 
f
o
l
l
o
w
i
n
g
 
p
r
o
c
e
d
u
r
e
s
 
i
n

o
p
e
r
a
t
i
n
g
 
a
 
k
e
y
 
p
u
n
c
h
 
m
a
c
h
i
n
e
:

a
.

l
o
a
d
 
b
l
a
n
k
 
c
a
r
d
s
 
i
n
 
s
t
a
c
k
e
r
.

b
.

i
n
s
e
r
t
 
p
r
o
g
r
a
m
 
c
a
r
d
.

c
.

s
e
t
 
m
a
c
h
i
n
e
 
s
w
i
t
c
h
e
s
 
f
o
r
 
o
p
e
r
a
t
i
o
n
.

d
.

s
e
t
 
m
a
c
h
i
n
e
 
s
w
i
t
c
h
e
s
 
f
o
r
 
a
u
t
o
m
a
t
i
c

o
p
e
r
a
t
i
o
n
s
.

e
.

k
e
y
p
u
n
c
h
 
d
a
t
a
 
f
r
o
m
 
s
o
u
r
c
e
 
d
o
c
u
m
e
n
t

t
o
 
p
u
n
c
h
e
d
 
c
a
r
d
s
.

f
.

c
l
e
a
r
 
p
u
n
c
h
 
a
n
d
 
r
e
a
d
 
s
t
a
t
i
o
n
.

g
.

r
e
m
o
v
e
 
c
a
r
d
s
 
f
r
o
m
 
s
t
a
c
k
e
r
.

h
.

r
e
m
o
v
e
 
b
l
a
n
k
 
c
a
r
d
s
 
f
r
o
m
 
h
o
p
p
e
r
.

i
.

r
e
m
o
v
e
 
c
a
r
d
 
a
n
d
 
t
u
r
n
 
m
a
c
h
i
n
e
 
o
f
f
.

j
.

c
l
e
a
n
 
u
p
 
w
o
r
k
 
a
r
e
a
.

S
t
u
d
e
n
t
s
 
p
e
r
f
o
r
m
 
t
h
e
 
j
o
b
 
t
a
s
k
 
b
y
 
o
p
e
r
a
t
i
n
g
 
a
 
k
e
y
 
p
u
n
c
h

m
a
c
h
i
n
e
 
b
y
 
p
e
r
f
o
r
m
i
n
g
 
t
e
a
c
h
e
r
-
p
r
e
p
a
r
e
d
 
j
o
b
s
.

S
t
u
d
e
n
t
s
 
r
e
v
i
e
w
 
i
n
s
t
r
u
c
t
i
o
n
a
l
 
m
e
d
i
a
 
(
w
o
r
k
b
o
o
k
s
 
a
n
d
 
f
i
l
m
s
)

o
n
 
k
e
y
 
p
u
n
c
h
 
o
p
e
r
a
t
i
o
n
.

T
a
s
k
-
R
e
l
a
t
e
d

c
o
m
p
e
t
e
n
c
i
e
s

I
n
s
t
r
u
c
t
i
o
n
a
l
 
M
a
t
e
r
i
a
l
s

T
i
t
l
e

M
e
d
i
a

B
i
b
.
p

2
4

2
5

2
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1
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1
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1
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O
W
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E
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E
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3
,
7
,
9

N
U
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R
S

B
 
2

A
P
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O
N

C
 
2
,
5

P
H
Y
S
I
C
A
L

D
 
l
a
,
b
,
c
,
d

2
a

3
c
,
g

K
e
y
 
p
u
n
c
h
 
m
a
c
h
i
n
e

I
L
P
/
D
P
 
(
j
o
b
s
 
f
o
r
 
k
e
y
 
p
u
n
c
h
)

"
I
n
t
r
o
d
u
c
t
i
o
n
 
t
o
 
I
B
M
 
P
u
n
c
h
-
C
a
r
d

D
a
t
a
 
P
r
o
c
e
s
s
i
n
g
"

"
I
n
t
r
o
d
u
c
t
o
r
y
 
D
a
t
a
 
P
r
o
c
e
s
s
i
n
g

T
e
a
c
h
i
n
g
 
G
u
i
d
e
"

P
D
L
-
I
B
M
 
C
a
r
d
 
P
u
n
c
h
 
O
p
e
r
a
t
o
r
 
T
r
a
i
n
-

i
n
g
 
(
c
a
p
t
i
o
n
e
d
 
f
i
l
m
 
f
o
r
 
D
e
a
f
)

B
u
s
i
n
e
s
s
 
D
a
t
a
 
P
r
o
c
e
s
s
i
n
g

I

1
4

1
4

1
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c
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R
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N
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m
b
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S
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C
o
n
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l
 
l
e
v
e
r

N
u
m
e
r
i
c
 
s
h
i
f
t

C
a
r
d
 
h
o
p
p
e
r

P
r
o
g
r
a
m
 
d
r
u
m

M
u
l
t
i
p
l
e
 
p
u
n
c
h
 
k
e
y

L
o
c
k
 
u
p

B
a
c
k
 
s
p
a
c
e
 
k
e
y

R
e
l
e
a
s
e
 
l
o
c
k
i
n
g

C
r
o
s
s
 
o
f
f

P
u
l
l
 
o
u
t

C
o
l
u
m
n

F
i
e
l
d

T
h
r
e
e
 
m
i
d
d
l
e
 
f
i
n
g
e
r
s

U
n
d
e
r
s
t
a
n
d
 
t
h
e
 
m
e
a
n
i
n
g
 
o
f
 
2
0
0
 
c
a
r
d
s

p
e
r
 
h
o
u
r
 
a
t
 
3
Z
 
a
c
c
u
r
a
c
y
.

S
t
r
e
s
s
 
a
c
c
u
r
a
c
y
 
i
n
 
c
o
p
y
i
n
g
,
 
r
e
c
o
r
d
i
n
g
,

o
r
 
o
t
h
e
r
w
i
s
e
 
d
u
p
l
i
c
a
t
i
n
g
 
n
u
m
b
e
r
s
 
o
r

p
r
o
c
e
d
u
r
e
s
.

U
n
d
e
r
s
t
a
n
d
 
t
h
e
 
m
e
a
n
i
n
g
 
o
f
 
1
0
0
2
 
a
c
c
u
r
a
t
e
!

S
u
p
p
o
r
t
i
v
e
 
I
n
s
t
r
u
c
t
i
o
n
a
l
 
M
a
t
e
r
i
a
l
s
:

C
a
p
t
i
o
n
e
d
 
f
i
l
m
s
 
(
s
e
e
 
f
r
o
n
t
 
s
i
d
e
 
o
f
 
t
a
s
k
 
s
h
e
e
t
)
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p
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c
o
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C
o
d
e
:
 
0
1
3
0

0
M
0
5

S
t
u
d
e
n
t
 
N
a
r
,
e
:

S
h
e
e
t

1
o
f

2

S
t
u
d
e
n
t

P
r
o
g
r
e
s
s

B
e
h
a
v
i
o
r
a
l
 
T
a
s
k
 
K
n
o
w
l
e
d
g
e
s
/
T
a
s
k
 
S
k
i
l
l
s

I
n
s
t
r
u
c
t
i
o
n
:

l
M
e
t
h
o
d
s

1
0 w g S.
-

4-
)

5
.

1
D w > 0 > C b.
,

C
U >
,
-
-

T
.
;
-
,
2

0 7 '0 C
D

c
t

W a 0 r- 1
5

G
i
v
e
n
 
t
h
e
 
n
e
c
e
s
s
a
r
y
 
t
o
o
l
s
,
 
m
a
t
e
r
i
a
l
s
,

e
q
u
i
p
m
e
n
t
,
 
a
n
d
 
r
e
q
u
i
s
i
t
e
 
k
n
o
w
l
e
d
g
e
,
 
t
h
e

l
e
a
r
n
e
r
 
w
i
l
l
:

I
.

i
d
e
n
t
i
f
y
 
d
i
f
f
e
r
e
n
t
 
m
o
d
e
l
s
 
o
f
 
c
o
l
l
a
t
i
n
g

m
a
c
h
i
n
e
s
.

-
.

n
a
m
e
 
a
n
d
 
d
e
s
c
r
i
b
e
 
t
h
e
 
o
p
e
r
a
t
i
o
n
 
o
f
 
e
a
c
h

o
f
 
t
h
e
 
c
o
m
p
o
n
e
n
t
 
f
e
a
t
u
r
e
s
 
o
f
 
a
 
g
i
v
e
n

c
o
l
l
a
t
o
r
.

3
.

d
e
s
c
r
i
b
e
 
t
h
e
 
o
p
e
r
a
t
i
o
n
s
 
p
e
r
f
o
r
m
e
d
 
b
y

a
 
c
o
l
l
a
t
o
r
:

a
.

s
e
q
u
e
n
c
e
 
c
h
e
c
k
i
n
g

b
.

s
e
l
e
c
t
i
n
g

c
.

m
e
r
g
i
n
g

d
.

m
a
t
c
h
i
n
g
.

4
.

d
e
s
c
r
i
b
e
 
t
h
e
 
p
r
o
c
e
d
u
r
e
s
 
f
o
r
 
s
e
t
t
i
n
g
 
u
p

a
n
d
 
o
p
e
r
a
t
i
n
g
 
t
h
e
 
g
i
v
e
n
 
m
a
c
h
i
n
e
 
t
o

p
e
r
f
o
r
m
 
s
p
e
c
i
f
i
c
 
o
p
e
r
a
t
i
o
n
s
.

5
.

p
e
r
f
o
r
m
 
t
h
e
 
f
o
l
l
o
w
i
n
g
 
p
r
o
c
e
d
u
r
e
s
 
i
n

o
p
e
r
a
t
i
n
g
 
t
h
e
 
c
o
l
l
a
t
o
r
:

a
.

a
r
r
a
n
g
e
 
t
h
e
 
c
a
r
d
s
 
f
o
r
 
p
r
o
c
e
s
s
i
n
g
.

b
.

t
u
r
n
 
o
n
 
t
h
e
 
m
a
i
n
 
l
i
n
e
 
s
w
i
t
c
h
.

c
.

i
n
s
e
r
t
 
t
h
e
 
p
r
o
p
e
r
 
c
o
n
t
r
o
l
 
p
a
n
e
l
 
i
n

t
h
e
 
r
e
c
e
p
t
a
c
l
e
.

d
.

r
u
n
 
a
 
c
o
m
p
l
e
t
e
 
j
o
b
 
a
c
c
o
r
d
i
n
g
 
t
o

t
h
e
 
r
e
q
u
i
r
e
m
e
n
t
s
 
o
f
 
a
 
g
i
v
e
n
 
o
p
e
r
a
-

t
i
o
n
.

e
.

j
o
g
g
l
e
 
t
h
e
 
c
a
r
d
s
 
a
n
d
 
p
l
a
c
e
 
t
h
e
m
 
i
n

t
h
e
 
a
p
p
r
o
p
r
i
a
t
e
 
h
o
p
p
e
r
.

f
.

o
p
e
r
a
t
e
 
t
h
e
 
m
a
c
h
i
n
e
.

g
.

i
n
 
i
n
s
t
a
n
c
e
s
 
o
f
 
a
n
 
e
r
r
o
r
 
s
t
o
p
 
t
h
e

m
a
c
h
i
n
e
s
:

S
t
u
d
e
n
t
s
 
r
e
v
i
e

i
l
l
u
s
t
r
a
t
e
d
 
w
o
r
k
b
o
o
k
 
i
n
f
o
r
m
a
t
i
o
n
 
o
n
 
o
p
e
r
a
t
i
o
n

o
f
 
t
h
e
 
c
o
l
l
a
t
o
r
.

P
a
r
a
-
p
r
o
f
e
s
s
i
o
n
a
l
s
 
p
r
o
v
i
d
e
 
s
u
s
t
a
i
n
e
d
 
i
n
v
o
l
v
e
m
e
n
t
 
w
i
t
h
 
s
t
u
d
e
n
t
s

h
a
v
i
n
g
 
d
i
f
f
i
c
u
l
t
y
 
w
i
t
h
 
t
h
i
s
 
t
a
s
k
.

S
t
u
d
e
n
t
s
 
p
e
r
f
o
r
t

t
h
u
 
j
o
b
 
t
a
s
k
s
 
b
y
 
o
p
e
r
a
t
i
n
g
 
a
 
c
o
l
l
a
t
o
r

p
e
r
f
o
r
m
i
n
g
 
v
a
r
i
.
-
3
 
t
e
a
c
h
e
r
-
p
r
e
p
a
r
e
d
 
j
o
b
s
.

T
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INSTRUCTIOdAL MATERIALS BIBLIOGRAPHY

OFFICE AND BUSINESS OCCUPATIONS CLUSTER

Bib. Ref. No. Information

1. "A Manner of Speaking", Michigan Bell Telephone Company,
1922 Cass, Detroit, Michigan 48226.

2. "Accounting and Calculating Machines", Teaching Aids Inc.
Lambert Building, Suite 202, 200 Nieto Avenue, Long Beach,
California 90803.

3. Agnew, P.L., Office Machine Course, South-Western Publishing
Co., 5101 Madison Road, Cincinnati, Ohio 45227, 1967.

4. Agnew, P.L., Ten-Key Adding-Listing Machine and Printing
Calculator Course, South-Western Publishing Co., 5101 Madison
Road, Cincinnati, Ohio 45227, 1968.

5. Archer, Brecker, Frakes, General Office Practice, Gregg
Division, McGraw-Hill Book Company, Inc., 330 West 42nd
Street, New York, N.Y. 10036.

6. Bernstein, Allen L, Wells, David W,, Trouble-Shooting,
Mathematics Skills, Holt, Rinehart and Winston, Inc.,
383 Madison Avenue, New York, N.Y. 10017, 1969.

7. "Business Machines", Business Education Visual Aids, 104
West 61 Street, New York, New York.

8. Cansler, Russell N., Fundamentals of Mimeographing, issued
by School Department, A.B. Dick Company, Chicago, Illinois,
1952.

9. "Correct Telephone Usage", Business Education Films, Film
Center Building, Suite 409, 630 Ninth Avenue, New York, New
York 10036.

10. Cook, Fred S., Editor, Secretaries On The Spot, National
Secretaries Association (International), Kansas City, Missouri
64106, 1967.

11. Dool, Business Machine Exercises, Gregg Division, McGraw-Hill
Book Company, 330 West 42nd Street, New York, New York 10036,
1968.

12. "Duplication By The Spirit Method", Detroit Public Schools,
Catalogue #S8411.

13. "Electric Typewriter Skill Development", filmstrip, developed by
Reiter, Lloyd, Gregg Division, McGraw-Hill Book Company, 330 West
42nd Street, New York, New York 10036.
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14. Filed But Not Forgotten, pamphlet, (1Zord Filing Supply
Company Inc., Stewart Avenue East, Garden City, New York.

15. "Files and Filing", Young imerica Films, 330 West 42nd
Street, New York, New `Pork 10036.

16. "Filing Procedures in Business", Coronet Instructional
Films, 65 Ea;st South Water 'street, Chicago, Illinois 60601.

17. Gavin, Ruth E, Sabin, William A., Reference Manual for
Stanographers and Typists, Gregg Division, McGraw-Hill Book
Company, 330 West 42nd Street, New York, N.Y. 10036.

18. Gestetner Duplicating Machines (Offset Duplicating Machine)

19. Guralnik, David B., General Editor, Webster's New World
Dictionary of the American Language, pocket-size edition,
The World Publishing Company, 110 East 59th Street, New York,
New York 10022, 1968.

20. IBM Corporation (photographic duplicating machine)

21. IBM Corporation, IBM Electric Typewriter Division, 545 Madison
Avenue, New York, New York (Teacher's manual, student texts,
16 practice belts, and 4 test belts.)

22. "Improve Your Spelling", Coronet Instructional Films, 65 East
South Water Street, Chicago, Illinois 60601.

23. Integrated Laboratory Program/Clerk Typist, Wayne State University,
Detroit, Michigan, Fred S. Cook, Project Director, 1971.

24. Integrated Laboratory Program/Data Processing, Wayne State
University, Detroit, Michigan, Fred S. Cook, Project Director,
1971.

25. Intro,qLtion to IBM Punch Card Data Processing, IBM, #F20-0074-0.,
pamphlet.

26. Introductory Data Processing Teaching Guide, pamphlet, IBM,
#8316.

27. Jochen, Albert, Shapiro, Benjamin, Vocational English 1, 2, 3,
Globe Book Company. 175 Fifth Avenue, New York, N.Y. 1968.

28. Kahn, Gilbert, Stewart, Jeffrey, R. Jr., Yerian, Theodore, Gregg
Quick Filing Practice, Gregg Division, McGraw-Hill Book Company,
330 West 42nd Street, New York, N.Y. 10036.

29. "Look It Up", Coronet Instructional Film: 65 East South Water
Street, Chicago, Illinois 60601.

30. "Machine TranscriptionMachine Techniques", Castle Films, RCA
Building, 30 Fockefeller Plaza, New York.
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31. "Mimeographing Techniques", Detroit Public Schools, Catalogue
#8172.

32. "Modern Business Machines", Business Education Films, 5113
16th Avenue, Brooklyn, New York 11204.

33. "Office Courtesy--Meeting the Public", Encyclopedia Britannica
Films, Inc,, 1150 Wilmette Avenue, Wilmette, Illinois.

34. "Power Typing", Tapes and Manual, MIND, Inc., 1133 Avenue of
the Americas, New York, New York, 1968.

35. Reigner, Charles D., Office Practice for Typists, The H.M.
Rowe Company, 624 North Gilmor St., Baltimore, Md. 21217, 1960.

36. Rosen, Steve, Cleary, Joseph B., Practical Office Typewriting,
Pitman Publishing Corporation, 6 East 43rd Street, New York,
New York 10017, 1969.

37. Sharp, Walter M., Shell, Walter L., Anderson, George A., The
Diatype Prograr' Student Guide, published by Automata Corporation,
Richland, Washington 99352.

38. "Sound Business", free rental, Continental Illinois Bank and
Trust Company, 231 LaSalle Street, Chicago, Illinois.

39. Stein, Edwin I., Fundamentals of Mathematics, Allyn and Bacon,
Inc., 470 Atlantic Avenue, Boston, Massachusetts, 02210, 1954.

40. Stenocord of America, 3720 48th Avenue, Long Island City, New
York (Student text, teacher's manual, 6 pre-recorded practice
belts, 6 belt inserts, student organizer folder).

41. "Telephone Courtesy", Michigan Bell Telephone Company, 1922 Cass,
Detroit, Michigan 48826.

42. Teletrainer, Michigan Bell Telephone Company, 1922 Cass, Detroit.
Michigan 48826.

43. "The Stencil", filmstrip, A.B. Dick Company.

44. 20,000 Words, compiled by Louis A. Leslie, Gregg Division,
McGraw-Hill Book Company, 330 West 42nd Street, New York, New
York 10036, 1971.

45. United States Post Office in the area.

46. What To Do About Filing, pamphlet, Oxford Filing Supply Company,
Inc., Stewart Avenue East, Garden City, New York.

47. Xerox Corporation (Photographic Duplicating Machine).
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48. "Terms You Must Know", self-learning, teacher-made worksheet
for learning terms needed for handling incoming mail, consists
of study sheet with definitions and exercises for reinforcing
meaning of terms, available through C. Dishaw, Career Oppor-
tunities Center, 2100 Weiss, Saginaw, Michigan 48602.

49. "Handling Incoming Mail, Practical Application Exercise",
teacher-made project with teacher suggestions, performance ob-
jectives and directions for setting up the project (files,
answer sheets, etc.). The project is set up so that students
receive a realistic stack of incoming mail, which they must
handle according to the procedures learned in the mail unit.
Available through C. Dishaw, Career Opportunities Center, 2100
Weiss, Saginaw, Michigan 48602.

50. "Practical Application Exercise, Handling Outgoing Mail", teacher-
made project with performance objectives and directions for
grading. Student receives an "in-basket"-type assortment of jobs
to be prepared for outgoing mail. This is a comprehensive project,
and the student must be able to use the Zip Code Directory, City
Directory, Postal Manual and postal scale, etc. Available through
C. Dishaw, Career Opportunities Center, 2100 Weiss, Saginaw,
Michigan 48602.

51. "You and Your Job", workbook, South-Western Publishing Company,
5101 Madison Avenue, Cincinnati, Ohio 45227, 1967.

52. "Making the Most of Your Job Interview", New York Life Insurance
Company area offices; pamphlet.

53. "How to Get and Hold the Right Job", pamphlet, Department of
Labor, Michigan Employment Security Commission, Lansing, Michigan.

54. "What Employers Want",pamphlet, Science Research Associates, Inc.,
259 East Erie Street, Chicago, Illinois 60611.

55. "Your First Job", pamphlet, Riverside Kiwanis Club, Saginaw,
Michigan.

56. "Can I Get the Job", pamphlet, Public Relations Staff, General
Motors, General Motors Building, Detroit, Michigan 48202.

57. "Preparing for the World of Work", sound filmstrip, Guidance
Associates, Harcourt, Brace and Jovanovich, 757 Third Avenue,
New York, N.Y. 10017.

58. "Opportunities in Clerical Work", film, available through most
local instructional media centers.

59. "Busy Office, Busy People", (fair presentation),Education En-
richment Materials, 83 East Avenue, Norwalk, Connecticut, 06851.

60. "Tinker Toy Communication Game", copy available by writing to
C. Dishaw, Career Opportunities Center, 2100 Weiss, Saginaw,
Michigan 48602.
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61. "Job Interview-Three Young Women", available through most
local instructional media centers.

62. "Your Job Interview", Guidance Associates, Harcourt, Brace and
Jovanovich, 757 Third Avenue, New York, New York 10017.

63. "Personal Grooming", Proctor and Gamble, P.O. Box 599, Cincin-
nati, Ohio 45201.

64. "How to Lose Your Best Customer Without Really'Trying",movie,
available through local Michigan Bell office.

65. "Applying for a Job", film, available through most localinstruc-
tional media centers.

66. "Your Personality--The You Others Know", Guidance AssociateST,
Harcourt, Brace and Jovanovich, 757 Third Avenue, New York, N.Y.
10017.

67. "Getting and Keeping Your First Job", Guidance Associates,
Harcourt, Brace and Jovanovich, 757 Third Avenue, New York, N.Y.
10017.

68. "Teaching Typewriter Parts", a crossword puzzle by Mary L.
Stout, Balance Sheet, May, 1973, page 351.

69. "Typing Methods and Shortcuts, Part 1", Gregg Division, McGraw-
Hill Book Company, 330 West 42nd Street, New York, N.Y. 10036.

70. "A Secretary's Day at Lenox, Inc.", Lenox, Inc.

71. "Basic Forms Typing and Basic Tabulation Typing", Gregg Division,
McGraw-Hill Book Company, 330 West 42nd Street, New York, N.Y.
10036.

72. "Scheaffer Teaching Aids", Educational Service Division, The
W.A. Scheaffer Pen Co., Ft. Madison, Iowa.

73. "Display Typing Principles and Pattern and Manuscript", Gregg
Division, McGraw-Hill Book Company, 330 West 42nd Street, New
York, N.Y. 10036.

74. "Dictionaries", a set of 40 transparencies, Eye Gate House,
146-01 Archer Avenue, Jamaica, New York 11435.

75. "Bas:i.c Letter Typing", Gregg Division, McGraw-Hill Book Company,
330 West 42nd Street, New York, N.Y. 10036.

76. "ABC'S of Getting and Keeping a Job, Parts 1-8", Eye Gate House,
146-01 Archer Avenue, Jamaica, New York 11435.

77. "Care of Equipment", a set of transparencies, available through
your local 3M office or Minnesota Mining and Manufacturing Co.,
2501 Hudson Road, St. Paul, Minnesota 55119.
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78. "Copying and Duplicating", a set of transparencies available
through your local 3M office or Minnesota Mining and Manufac-
turing Company, 2501 Hudson Road, St. Paul, Minnesota 55119.

79. "Oral Communication", a set of transparencies available
through your local 3M office or Minnesota Mining and Manufac-
turing Company, 2501 Hudson Road, St. Paul, Minnesota 55119.

80. "Business Office--Making Things Happen", Journal Films, 909
West Diversey Parkway, Chicago, Illinois 60614.

81. "Written Communication", a set of transparencies available
through your local 3M office or Minnesota Mining and Manufac-
turing Company, 2501 Hudson Road, St. Paul, Minnesota 55119.

82. "Office Machines", a set of transparencies available through
your local 3M office or Minnesota Mining and Manufacturing
Company, 2501 Hudson Road, St. Paul, Minnesota 55119.

83. "Clerical Occupations and Responsibilities", a set of trans-
parencies available through your local 3M office or Minnesota
Mining and Manufacturing Company, 2501 Hudson Road, St. Paul,
Minnesota 55119.

84. "Basic English, an Individualized Learning Project", ideas for
setting up your own project to individualize basic English con-
cepts, available through C. Dishaw, Career Opportunities Center,
2100 Weiss, Saginaw, Michigan 48602.

85. Punctuation: A Programmed Approach, an individualized approach
to teaching punctuation, South-Western Publishing Company,
5101 Madison Avenue, Cincinnati, Ohio 45227.

86. Reference Manual for Office Personnel, South-Western Publishing
Co., 5101 Madison Avenue, Cincinnati, Ohio 45227.

87. Charm for Miss Teen, Whitcomb and Cochran, Gregg Division,
McGraw-Hill Book Company, 330 West 42nd Street, New York, N.Y.
10036, 1969.

88. Business Correspondence/30, Gregg Division, McGraw-Hill Book
Company, 330 West 42nd Street, New York, N.Y. 10036.

89. Duplicating Machine Processes--Stencil and Fluid, South-Western
Publishing Company, 5101 Madison Avenue, Cincinnati, Ohio 45227.

90. Spelling Drills and Exercises Programmed for the Typewriter,
Gregg Division, McGraw-Hill Book Company, New York, N.Y. 10036.

91. "Voice with a Smile", available through Michigan Bell local
office, pamphlet.

92. "The Voice of Your Business", filmstrip available through your
local Michigan Bell office.
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93. "Courtesy Counts", pamphlet, available through local
Michigan Bell office.

94. "Machine Office Practice", practice set, South-Western
Publishing Company, 5101 Madison Avenue, Cincinnati, Ohio
45227.

95. "The 10-Key Adding Machine", Media Systems Corporation, sound,
color slides.

96. "The Printing Calculator", Media Systems Corporation, sound
color slides.

97. "Business Filing--A Series", (#1 Charge and Transfer Methods;
#2 Alphabetic Correspondence; 463 Data Processing and Micro-
film; #4 - Types of Equipment; 465 Alphabetizing Rules; 466 -
Other Finn?, Systems), sound filmstrips, Coronet Instructional
Films, 65 East South Water Street, Chicago, Illinois 60601.

98. "Improving Your Vocabulary", color film, Coronet Instructional
Films, 65 East South Water Street, Chicago, Illinois 60601.

99. "Personality", Frame 1 of Effective Secretarial Practices,
available through Sargent-Welch Scientific Co., 7300 N. Linder
Avenue, Skokie, Illinois 60076, covers: personality, conduct,
courtesy, industriousness, loyalty, etc., filmstrip.

100. "Performance", Frame 2 of Effective Secretarial Practices,
available through Sargent-Welch Scientific Co., 7300 N. Linder
Avenue, Skokie, Illinois 60076, Covers: neatness, accuracy,
efficiency, thoroughness, responsibility, etc.

101. "Effective Communication", Lesson 3 of Effective Secretarial
Practices, available through Sargent-Welch Scientific Co.,
7300 N. Linder Avenue, Skokie, Illinois 60076, covers: the
written word, the spoken word, etc.

102. "Dictionaries", filmstrip, covers simple definitions, what
to find in it, special sections in it, Eye Gate House, 146-01
Archer Avenue, Jamaica, N.Y. 11435.

103. "What Makes a Typewriter Function", Part 1 of "Office Skills",
transparencies, General Aniline and Film Corporation, Audio/
Visual Order Department, 140 W. 51st Street, New York, N.Y. 10020.

104. "How to Make the Typewriter Work Better for You", Part 2 of
"Office Skills", transparencies, General Aniline and Film Corpora-
tion, Audio/Visual Order Department, 140 W. 51st Street, New York,
New York 10020.

105. "Writing a Letter", Part 3 of "Office Skills", transparencies,
General Aniline and Film Corporation, Audio/Visual Order Depart-
ment, 140 W. 51st Street, New York, New York 10020.
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106 "Business Forms", Part 4 of "Office Skills", transparencies,
General Aniline and Film Corporation, Audio/Visual Order
Department, 140 W. 51st Street, New York, N.Y. 10020.

107 "Typing the Manuscript", Part 5 of "Office Skills" transparen-
cies, General Aniline and Film Corporation, Audio/Visual Order
Department, 140 W. 51st Street, New York, N.Y. 10020.

108. "Effective English for Business Communication", textbook, South-
Western Publishing Company, 5101 Madison Avenue, Cincinnati,
Ohio 45227.

109. The Dictionary Game, available through J.C. Penney catalog.

110. Clerical and Civil Service Training, South-Western Publishing
Company, 5101 Madison Avenue, Cincinnati, Ohio 45227.

111. "Dictionary and Other Reference Books", filmstrip, Eye Gate
House, 146-01 Archer Avenue, Jamaica, New York 11435.

112. "Mimeo and Fluid Techniques" available through A.B. Dick, Co.

113. New York Syllabus, University of New York, State Education
Department, Albany, New York 12224.

114. "Word Call Drill Phrases" available through IBM.

115. "Fun Drills" available through IBM.

116. "Art of Transcription" available through IBM.

117. "How to Use Business Machines, 3rd Edition", Gregg Division,
McGraw-Hill Book Company, 330 West 42nd Street, New York, N.Y.
10036.

118. "EDL Controlled Reader Set 10-K" (set of filmstrips), Gregg
Division, McGraw-Hill Book Company, 330 West 42nd Street, New
York, N.Y. 10036.

119. Office Machines Course, 4th ed., South-Western Publishing Co.,
5101 Madison Avenue, Cincinnati, Ohio 45227.

120. "PDL IBM Card Punch Operator Training", Percepto-films, Perceptual
Development Laboratories, 6767 Southwest Avenue, St. Louis, Mo.

121. business Data Processing, Kahn (text and workbook) McGraw-Hill
Book Company, 330 West 42nd Street, New York, N.Y. 10036.

122. Gregg Typing Book I and II, Gregg Division, McGraw-Hill Book
Company, 330 West 42nd Street, New York, N.Y. 10036.

123. Gregg Letter Style Charts, Gregg Division, McGraw-Hill Book
Company, 330 West 42nd Street, New York, N.Y. 10036.
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124. "Tabulation Typing" (workbook), South-Western Publishing
Company, 5101 Madison Avenue, Cincinnati, Ohio 45227.

125. Gregg Typing Book I and II, Gregg Division, McGraw-Hill
Book Company, 330 West 42nd Street, New York, N.Y. 10036.

126. Large Print Dictionary and Braille Dictionary, Michigan School
for the Blind, 715 Willow, Lansing, Michigan.

127. Clerical Payroll Procedures, South-Western Publishing Company,
5101 Madison Avenue, Cincinnati, Ohio 45227.
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A ENDIX

INSTRUCTIONAL MATERIALS CODE

TASK-RELATED COMPETENCIES CODE



INSTRUCTIONAL MATERIALS CODE

MEDIA CODE /INDEX

Code Media

1 Demonstration with real objects/materials

2 3-D models - Mockups

3 Games Simulators

4 Sound/Slide Programs

5 Filmstrip - Cassette/Record

6 TV - Broadcast, Closed Circuit

7 Video and/or Audio Recorder

8 Film, 16mm - BW/Color, Sound

9 Film loop, Bann

10 Filmstrip

11 Slides

12 Overhead transparencies

13 Books, Magazines, Texts, Booklets

14 Pamphlets, Brochures, Manuals, Workbooks

15 Newspapers, Cartoons

16 2-D Displays, Charts, Graphs, Posters

17 Drawings, Photographs, Schematics, Maps

18 Opaque Projectuals

19 Telephone, Intercom

20 Other, specify

BIBLIOGRAPHY REFERENCE

Probable Learning Sensations

Vis. Aud. Tac. Kin. Ole. Say.

x x x x x x

x x x x x x

x x x x x x

x x

x x

x x

x x

x x

x

x

x

x

x

x

x
k

x

x

x

x

. . . complete ordering information for each of the commercially or teacher-
produced instructional materials may be obtained by checking this reference
number in the Instructional Materials Bibliography located in the back of the
Cluster Guide. 109/0C



TASK-RELATED COMPETENC I ES

The task-related competencies are a summation of the specific skills,
understandings, and/or attitudes that are necessary to satisfactorily
accomplish the instructional tasks found in the ten cluster guides. The
following listing is used for interpreting the Task-Related Competency
code numbers found on each task sheet. A more detailed description of
each of the identified competencies can be found either in the Program
Guide or the Project Handbook.

A. SKILLS BASED ON KNOWLEDGE

1. Name one or more items
2. Request supplies and/or equipment
3. Check for accuracy and, if necessary, require correction

of self and/or others
4. Discriminate sound cues, recognize normal sound as opposed

to abnormal sound
5. Identify color
6. Identify form, size, shape, texture
7. Sequencing Respond by pre-determined plan
8. Write identifying information of persons, places, and/or

objects, serial no., weight, and/or types of products on
slips or tags, etc.

9. Obtain information through sight, shape, size, distance,
motion, color, and other unique characteristics

10. Discriminate olfactory cues

B. CONCEPT OF NUMBERS BASED ON KNOWLEDGE

1. Ordinal
2. Cardinal

a. read numbers and/or copy
b. count and/or record

3. Make change (money)
4. Measure

a. distance
b. weights - volume - balance
c. liquids - solids
d. time (measurement of)
e. degrees of circle
f. temperature, pressure and humidity
g. torque
h. electricity

vertical-horizontal

5. Perform simple addition and/or subtraction
6. Perform simple multiplication and/or division
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TASKRELATED COMPETENC I ES, cant inued .

C. COMPREHENSION AND PERFORMANCE

1. Forms
a. write
b. file, post and/or mail

2. Match
a. duplicate
b. sort

3. Check lists and/or fill out report forms
4. Time awareness
5. Follow verbal symbol and/or written direction
6. Recognize words (not numbers) or ability to read and/or write
7. Depth perception
8. Ability to select most appropriate solution
9. Concept of distance

D. SKILLS BASED ON PHYSICAL ABILITIES

1. Fine Coordination
a. coordinate eyes and hands or fingers accurately
b. make precise movement
c. move fingers to manipulate objects
d. move hands skillfully - placing and turning motion
e. coordinate hand and foot
f. feeling - perceiving objects and materials as to size,

shape, temperature, moisture content, or texture by means
of touch

2. Strength (lifting, carrying, pushing, and/or pulling)
a. sedentary work, 1011 occasionally lifting and/or carrying

small items such as tools, etc.
b. light work, 2014, requires a significant amount of

standing or walking
c. medium work, lifting 5011, frequent lifting and carrying

objects weighing 2511
d. heavy work, frequent lifting and/or carrying up to 5011
e. very heavy work lifting objects in excess 10014, lifting

and/or carrying objects weighing 50# or more
3. Gross Coordination (climbing and/or balancing)

a. maintain body equilibrium to prevent falling when walking,
standing, crouching, or running on narrow, slippery or
moving surfaces

b. ascend and descend ladders, stairs, scaffolding, ramps,
poles, ropes, using feet and legs and/or hands and arms

c. reaching - extending hands and arms in any directions
d. crawling - moving on knees or hands and feet
e. kneeling - bend legs at knees to rest on knee or knees
f. stooping - bend downward and forward by bending legs

and spine
g. bending - downward and forward by bending at the waist
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t
h
e
 
q
u
a
l
i
t
y

o
f
 
t
h
e
 
r
e
p
r
o
d
u
c
t
i
o
n
 
d
u
r
i
n
g
 
r
u
n
.

k
.

r
e
s
e
t
s
 
m
a
c
h
i
n
e
 
c
o
p
y
 
c
o
u
n
t
e
r
.

1
.

c
l
o
s
e
s
 
d
o
w
n
 
a
n
d
 
c
l
e
a
n
s
 
a
r
e
a
 
a
n
d

m
a
c
h
i
n
e
 
f
o
l
l
o
w
i
n
g
 
u
s
e
.

S
t
u
d
e
n
t
s
 
v
i
e
w
 
t
i
l
m
s
 
a
n
d
 
f
i
l
m
s
t
r
i
p
 
r
e
l
a
t
e
d
 
t
o
 
t
h
e
 
I
a
s
i
:
.

S
t
u
d
e
n
t
s
 
p
e
r
f
o
r
m
 
t
h
e
 
j
o
b
 
t
a
s
k
 
b
y
 
t
y
p
i
n
g
 
a
 
m
a
s
t
e
r
 
f
r
.
)
m
 
r
o
i
n
i
f
,

d
r
a
f
t
 
a
n
d
 
r
u
n
n
i
n
g
 
c
o
p
i
e
s
 
(
n
u
m
b
e
r
 
t
o
 
b
e
 
d
e
t
e
r
m
i
n
e
d

t
i

t
e
a
s

T
e
a
c
h
e
r
 
o
r
 
p
a
r
a
-
p
r
o
f
e
s
s
i
o
n
a
l
 
i
l
l
u
s
t
r
a
t
e
s
 
h
o
w
 
t
o
 
o
p
e
r
.
i
t
e
 
d
i
t
t
o

m
a
c
h
i
n
e
 
t
o
 
a
 
s
m
a
l
l
 
g
r
o
u
p
 
o
f
 
s
t
u
d
e
n
t
s
.

T
e
a
c
h
e
r
 
c
o
n
c
e
n
t
r
a
t
e
s
 
h
i
s
 
e
f
f
o
r
t
 
w
i
t
h
 
s
t
u
d
e
n
t
s
 
h
a
v
i
n
-
 
d
i
f
f
i
-

c
u
l
t
y
.

T
a
s
k
-
R
e
l
a
t
e
d

C
o
m
p
e
t
e
n
c
i
e
s

I
n
s
t
r
u
c
t
i
o
n
a
l
 
M
a
t
e
r
i
a
l
s

T
i
t
l
e

M
e
d
i
a

B
i
b
.

K
N
O
W
L
E
D
G
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A
 
2
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4
,
5
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7
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N
U
M
B
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R
S
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4
b
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A
P
P
L
I
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I
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N
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I
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d
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p
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c
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p
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p
h
i
n
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g
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r
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e
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F
e
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d
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a
y

O
n
-
o
f
f
 
s
w
i
t
c
h

C
o
u
n
t
e
r

D
r
u
m
 
a
n
d
 
c
l
a
m
p

F
e
e
d
 
l
e
v
e
r

s
i
n
g
l
e
 
c
o
p
y

m
u
l
t
i
p
l
e
 
c
o
p
y

D
i
t
t
o
 
p
a
c
k

c
a
r
b
o
n

t
i
s
s
u
e

m
a
s
t
e
r

S
e
t
 
q
u
a
n
t
i
t
y
 
c
o
n
t
r
o
l
 
a
t
 
p
r
o
p
e
r
 
s
e
t
t
i
n
g
.

A
b
i
l
i
t
y
 
t
o
 
e
s
t
i
m
a
t
e
 
t
h
e
 
a
m
o
u
n
t
 
o
f
 
f
l
u
i
d

l
e
f
t
 
i
n
 
a
 
g
a
l
l
o
n
 
c
o
n
t
a
i
n
e
r
 
b
y
 
l
i
f
t
i
n
g

t
h
e
 
c
o
n
t
a
i
n
e
r
.

S
u
g
g
e
s
t
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o
n
s
:

S
h
o
w
 
s
t
u
d
e
n
t
s
 
v
a
r
i
o
u
s
 
m
a
c
h
i
n
e
s
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r
o
u
n
d

s
c
h
o
o
l
.

G
i
v
e
 
s
t
u
d
e
n
t
s
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r
a
c
t
i
c
e
 
a
s
s
i
g
n
m
e
n
t
s
 
t
o

w
o
r
k
 
o
n
.

S
u
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t
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v
e
 
I
n
s
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r
u
c
t
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o
n
a
l
 
M
a
t
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r
i
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s
:

F
i
e
l
d
 
t
r
i
p
 
t
o
 
s
e
e
 
v
a
r
i
o
u
s
 
m
a
c
h
i
n
e
s
 
i
n
 
o
p
e
r
a
t
i
o
n
,
 
i
f
 
p
o
s
s
i
b
l
e

G
a
l
l
o
n
 
c
o
n
t
a
i
n
e
r
s



C
o
d
e
:

O
B
O
-

C
T
O
5

C
O
M
M
O
N
 
C
L
U
S
T
E
R
 
T
A
S
K
S

T
A
S
K
:
 
O
p
e
r
a
t
e
 
a
 
m
i
m
e
o
g
r
a
p
l
 
d
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l
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c
a
t
i
n
g
 
m
a
c
h
i
n
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S
t
u
d
e
n
t
 
N
a
m
e
:

S
h
e
e
t

1
o
f

1

I
S
t
u
d
e
n
t

P
r
o
g
r
e
s
s

B
e
h
a
v
i
o
r
a
l
 
T
a
s
k
 
K
n
o
w
l
e
d
g
e
s
/
T
a
s
k
 
S
k
i
l
l
s

I
n
s
t
r
u
c
t
i
o
n
a
l
 
M
e
t
h
o
d
s

w
>

G
i
v
e
n
 
t
h
e
 
n
e
c
e
s
s
a
r
y
 
t
o
o
l
s
,
 
m
a
t
e
r
i
a
l
s
,

T
e
a
c
h
e
r
 
p
r
o
v
i
d
e
s
 
o
r
a
l
 
i
n
s
t
r
u
c
t
i
o
n
 
o
r
 
e
x
p
l
a
n
a
t
i
o
n
 
o
n
 
o
p
e
r
a
t
i
u
n

U .
1
1 0 s

.
.
.
.

>
1
.

o > C
U zi rj
o ,
-
-

e
q
u
i
p
m
e
n
t
,
 
a
n
d
 
r
e
q
u
i
s
i
t
e
 
k
n
o
w
l
e
d
g
e
,
 
t
h
e

l
e
a
r
n
e
r
 
w
i
l
l
:

o
f
 
t
h
e
 
m
i
m
e
o
g
r
a
p
h
 
d
u
p
l
i
c
a
t
i
n
g
 
m
a
c
h
i
n
e
.

t
h
e
 
j
o
b
 
t
a
s
k
 
b
y
 
t
y
p
i
n
g
 
a
 
s
t
e
n
c
i
l
 
I
r
o
n

4-
3

P-
4

0
S
t
u
d
e
n
t
s
 
p
e
r
f
o
r
m

.5
L
I
L
E

1
,

i
d
e
n
t
i
f
y
 
t
h
e
 
m
a
j
o
r
 
c
o
m
p
o
n
e
n
t
 
p
a
r
t
s

o
f
 
a
 
g
i
v
e
n
 
m
i
m
e
o
g
r
a
p
h
 
d
u
p
l
i
c
a
t
o
r
.

r
o
u
g
h
 
d
r
a
f
t
 
a
n
d
 
r
u
n
n
i
n
g
 
c
o
p
i
e
s
 
(
n
u
m
b
e
r
 
t
o
 
b
e

d
e
t
e
r
m
i
n
e
d
 
b
y

t
e
a
c
h
e
r
)
.

o
S
t
u
d
e
n
t
s
 
v
i
e
w
 
f
i
l
m
s
 
a
n
d
 
f
i
l
m
s
t
r
i
p
 
r
e
l
a
t
e
d
 
t
o
 
t
h
e
 
t
a
s
k
.

2
.

p
e
r
f
o
r
m
 
t
h
e
 
f
o
l
l
o
w
i
n
g
 
o
p
e
r
a
t
i
n
g

p
r
o
c
e
d
u
r
e
s
:

a
.

c
h
e
c
k
s
 
a
n
d
 
f
i
l
l
s
 
t
h
e
 
i
n
k
 
s
u
p
p
l
y
.

b
.

l
o
a
d
s
 
p
a
p
e
r
 
o
n
 
t
h
e
 
f
e
e
d
 
t
a
b
l
e
.

c
.

a
d
j
u
s
t
s
 
t
h
e
 
r
e
c
e
i
v
i
n
g
 
t
r
a
y
.

d
.

s
e
t
s
 
t
h
e
 
c
o
p
y
 
c
o
u
n
t
e
r
.

e
.

a
t
t
a
c
h
e
s
 
t
h
e
 
s
t
e
n
c
i
l
 
t
o
 
t
h
e
 
c
y
l
i
n
d
e
r

f
.

o
p
e
r
a
t
e
s
 
m
a
c
h
i
n
e
 
e
l
e
c
t
r
i
c
a
l
l
y
 
o
r

m
a
n
u
a
l
l
y
.

g
.

r
e
m
o
v
e
s
 
t
h
e
 
s
t
e
n
c
i
l
.

h
.

c
l
e
a
n
s
 
t
h
e
 
m
a
c
h
i
n
e
 
a
n
d
 
r
o
l
l
e
r
s
.

T
e
a
c
h
e
r
 
e
n
c
o
u
r
a
g
e
s
 
s
m
a
l
l
 
p
e
e
r
 
g
r
o
u
p
 
c
o
o
p
e
r
a
t
i
o
n
 
a
n
d
 
i
n
t
e
r
-

a
c
t
i
o
n
.

T
a
s
k
-
R
e
l
a
t
e
d

I
n
s
t
r
u
c
t
i
o
n
a
l
 
M
a
t
e
r
i
a
l
s

i
.

r
e
s
e
t
s
 
c
o
p
y
 
c
o
u
n
t
e
r
.

j
.

c
l
o
s
e
s
 
d
o
w
n
 
a
n
d
 
c
l
e
a
n
s
 
a
r
e
a
 
a
n
d

m
a
c
h
i
n
e
 
f
o
l
l
o
w
i
n
g
 
u
s
e
.

C
o
m
p
e
t
e
n
c
i
e
s

T
i
t
l
e

M
e
d
i
a

B
i
b
.

K
N
O
W
L
E
D
G
E

A
 
2
,
3
,
7
,
9

M
i
m
e
o
g
r
a
p
h
 
m
a
c
h
i
n
e

1

N
U
M
B
E
R
S

"
M
i
m
e
o
g
r
a
p
h
 
T
e
c
h
n
i
q
u
e
s
"

8
3
1

B
 
2
,
 
4
a
,
c

A
P
P
L
I
C
A
T
I
O
N

"
T
h
e
 
S
t
e
n
c
i
l
"

1
0

4
3

C
 
5
,
6
,
8

"
D
u
p
l
i
c
a
t
i
o
n
 
b
y
 
S
p
i
r
i
t
 
M
e
t
h
o
d
"

8
1
2

P
H
Y
S
I
C
A
L

"
F
u
n
d
a
m
e
n
t
a
l
s
 
o
f
 
M
i
m
e
o
g
r
a
p
h
i
n
g
"

1
4

8

D
 
l
a
,
b
,
d

2
b

3
c
,
f
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n
g
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i
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r
 
b
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l
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n
g
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S
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1
o
f

1

S
t
u
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n
t

P
r
o
g
r
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s

B
e
h
a
v
i
o
r
a
l
 
T
a
s
k
 
K
n
o
w
l
e
d
g
e
s
/
T
a
s
k
 
S
k
i
l
l
s

I
n
s
t
r
u
c
t
i
o
n
a
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M
e
t
h
o
d
s

7
7 w

7
7 w
W >
-W

G
i
v
e
n
 
t
h
e
 
n
e
c
e
s
s
a
r
y
 
t
o
o
l
s
,
 
m
a
t
e
r
i
a
l
s
,

S
>
1
:
.
4
?

e
q
u
i
p
m
e
n
t
,
 
a
n
d
 
r
e
q
u
i
s
i
t
e
 
k
n
o
w
l
e
d
g
e
,
 
t
h
e

T
e
a
c
h
e
r
 
p
r
o
v
i
d
e
s
 
b
a
s
i
c
 
i
n
d
i
v
i
d
u
a
l
i
z
e
d
 
i
n
s
t
r
u
c
t
i
o
n
 
o
n
 
o
p
e
r
a
t
i
o
n

-
0 o L 4)

0 > c
-
.
1

0 = -o 0
> o .
-
- 0,

l
e
a
r
n
e
r
 
w
i
l
l
: :

o
f
 
t
h
e
 
p
a
p
e
r
 
c
o
l
l
a
t
o
r
.

C
1
1

E
.I

S
t
u
d
e
n
t
s
 
p
e
r
f
o
r
m
 
t
h
e
 
j
o
b
 
t
a
s
k
 
b
y
 
o
p
e
r
a
t
i
n
g
 
a
 
p
a
p
e
r
 
c
o
l
T
h
-

1
.

i
d
e
n
t
i
f
y
 
t
h
e
 
d
i
f
f
e
r
e
n
t
 
m
o
d
e
l
s
 
o
f
 
p
a
p
e
r

c
o
l
l
a
t
o
r
s
.

f
o
r
 
t
o
 
c
o
l
l
a
t
e
 
p
a
p
e
r
s
 
w
h
i
c
h
 
n
a
y
 
b
e
 
a
 
s
c
h
o
o
l
 
h
a
n
d
o
u
t
,
 
f
'
i
e
r
,

e
t
c
.

2
.

n
a
m
e
 
a
n
d
 
d
e
s
c
r
i
b
e
 
t
h
e
 
o
p
e
r
a
t
i
o
n
 
o
f

T
e
a
c
h
e
r
 
m
a
t
c
h
e
s
 
s
u
c
c
e
s
s
f
u
l
 
s
t
u
d
e
n
t
s
 
w
h
o
 
a
r
e
 
i
n
t
e
r
e
s
t
e
d
 
i
n

t
h
e
 
o
p
e
r
a
t
i
n
g
 
f
e
a
t
u
r
e
s
 
o
f
 
a
 
g
i
v
e
n

p
a
p
e
r
 
c
o
l
l
a
t
o
r
.

h
e
l
p
i
n
g
 
t
h
o
s
e
 
h
a
v
i
n
g
 
d
i
f
f
i
c
u
l
t
y
.

P
a
r
a
-
p
r
o
f
e
s
s
i
o
n
a
l
s
 
p
r
o
v
i
d
e
 
s
u
s
t
a
i
n
e
d
 
i
n
v
o
l
v
e
m
e
n
t
 
w
i
t
h
 
s
t
u
d
e
n
t
s

3
.

d
e
m
o
n
s
t
r
a
t
e
 
t
h
e
 
o
p
e
r
a
t
i
o
n
 
p
e
r
f
o
r
m
e
d

b
y
 
a
 
p
a
p
e
r
 
c
o
l
l
a
t
o
r
.

h
a
v
i
n
g
 
d
i
f
f
i
c
u
l
t
y
 
w
i
t
h
 
t
h
i
s
 
t
a
s
k
.

4
.

p
e
r
f
o
r
m
 
t
h
e
 
p
r
o
c
e
d
u
r
e
 
f
o
r
 
i
n
s
e
r
t
i
n
g

a
n
d
 
r
e
m
o
v
i
n
g
 
p
a
p
e
r
 
f
r
o
m
 
t
h
e
 
c
o
l
l
a
t
o
r
.

T
a
s
k
-
R
e
l
a
t
e
d

I
n
s
t
r
u
c
t
i
o
n
a
l
 
M
a
t
e
r
i
a
l
s

C
o
m
p
e
t
e
n
c
i
e
s

T
i
t
l
e

M
e
d
i
a

B
i
b
.

K
N
O
W
L
E
D
G
E

A
 
1
,
3

P
a
p
e
r
 
c
o
l
l
a
t
o
r

1

N
U
M
B
E
R
S

B
 
1

A
P
P
L
I
C
A
T
I
O
N

C
 
5
,
8

P
H
Y
S
I
C
A
L

D
 
l
a
,
b

2
a



C
O
M
M
O
N
 
C
L
U
S
T
E
R
 
T
A
S
K
S

C
o
d
e
:
 
O
B
O
 
-

C
T
O
6

T
A
S
K
:
 
O
p
e
r
a
t
e
 
a
 
p
a
p
e
r
 
c
o
l
l
a
t
o
r

B
a
s
i
c
 
I
n
f
o
r
m
a
t
i
o
n
 
f
o
r
 
C
o
o
p
e
r
a
t
i
v
e
 
T
e
a
c
h
i
n
g

S
u
g
g
e
s
t
i
o
n
s
:

C
o
n
s
i
d
e
r
 
f
i
r
s
t
 
o
f
 
a
l
l
 
t
h
e
 
i
m
p
o
r
t
a
n
c
e

o
f
 
i
n
c
l
u
d
i
n
g
 
e
v
e
r
y
 
p
a
g
e
 
a
n
d
 
i
n
 
t
h
e

r
i
g
h
t
 
s
e
q
u
e
n
c
e
.

T
h
i
s
 
w
o
u
l
d
 
i
n
c
l
u
d
e

t
h
e
 
r
e
a
c
t
i
o
n
 
o
f
 
a
 
c
l
i
e
n
t
 
i
f
 
t
h
e

m
a
t
e
r
i
a
l
 
w
e
r
e
 
n
o
t
 
o
r
g
a
n
i
z
e
d
 
p
r
o
p
e
r
l
y
.

L
a
n
g
u
a
g
e
 
o
f
 
t
h
e
 
T
a
s
k

Q
u
a
n
t
i
t
a
t
i
v
e
 
C
o
n
c
e
p
t
s

E
f
f
i
c
i
e
n
t

R
a
p
i
d

H
a
n
d
-
g
a
t
h
e
r
i
n
g

I
n
e
f
f
i
c
i
e
n
t

T
i
m
e
 
c
o
n
s
u
m
i
n
g

H
a
n
d
 
o
p
e
r
a
t
e
d

E
l
e
c
t
r
i
c
a
l
l
y
 
o
p
e
r
a
t
e
d

1

I
m
p
o
r
t
a
n
c
e
 
o
f
 
s
e
q
u
e
n
c
i
n
g
 
b
o
t
h
 
n
u
m
e
r
i
-

c
a
l
l
y
 
a
n
d
 
a
l
p
h
a
b
e
t
i
c
a
l
l
y
.

S
u
p
p
o
r
t
i
v
e
 
I
n
s
t
r
u
c
t
i
o
n
a
l
 
M
a
t
e
r
i
a
l
s
:



C
O
M
M
O
N
 
C
L
U
S
T
E
R
 
T
A
S
K
S

T
A
S
K
:

O
p
e
r
a
t
e
 
a
 
p
r
i
n
t
i
n
g
 
c
a
l
c
u
l
a
t
o
r

C
o
d
e
:

O
B
O
-
 
C
T
O
7

S
t
u
d
e
n
t
 
N
a
m
e
:

S
h
e
e
t

1
o
f

1

S
t
u
d
e
n
t

P
r
o
g
r
e
s
s

B
e
h
a
v
i
o
r
a
l
 
T
a
s
k
 
K
n
o
w
l
e
d
g
e
s
/
T
a
s
k
 
S
k
i
l
l
s

I
n
s
t
r
u
c
t
i
o
n
a
l
 
M
e
t
h
o
d
s

"0 Q
1

1
1

-
0 o s
.
_

4
.
.
) °

13 W >
z
7
r
i
g

0 > G
13

,-
.
-
I

C
U >
r
-

U z o j
r

(1
)

>
1 o c
a, E

G
i
v
e
n
 
t
h
e
 
n
e
c
e
s
s
a
r
y
 
t
o
o
l
s
,
 
m
a
t
e
r
i
a
l
s
,

e
q
u
i
p
m
e
n
t
,
 
a
n
d
 
r
e
q
u
i
s
i
t
e
 
k
n
o
w
l
e
d
g
e
,
 
t
h
e

l
e
a
r
n
e
r
 
w
i
l
l
:

1
.

i
d
e
n
t
i
f
y
 
a
n
d
 
d
e
s
c
r
i
b
e
 
d
i
f
f
e
r
e
n
t
 
m
o
d
e
l
s

o
f
 
p
r
i
n
t
i
n
g
 
c
a
l
c
u
l
a
t
o
r
s
.

2
.

i
d
e
n
t
i
f
y
 
t
h
e
 
b
a
s
i
c
 
k
e
y
b
o
a
r
d
 
a
r
r
a
n
g
e
m
e
n
t

o
f
 
a
 
g
i
v
e
n
 
p
r
i
n
t
i
n
g
 
c
a
l
c
u
l
a
t
o
r
.

3
.

d
e
s
c
r
i
b
e
 
t
h
e
 
p
r
o
c
e
d
u
r
e
s
 
f
o
r
 
o
p
e
r
a
t
i
o
n

o
f
 
t
h
e
 
b
a
s
i
c
 
c
o
n
t
r
o
l
s
 
o
f
 
a
 
p
r
i
n
t
i
n
g

c
a
l
c
u
l
a
t
o
r
.

4
.

p
e
r
f
o
r
m
 
t
h
e
 
f
o
l
l
o
w
i
n
g
 
o
p
e
r
a
t
i
o
n
s
 
w
i
t
h

a
 
g
i
v
e
n
 
p
r
i
n
t
i
n
g
 
c
a
l
c
u
l
a
t
o
r
:

a
.

a
d
d
i
t
i
o
n

b
.

s
u
b
t
r
a
c
t
i
o
n

c
.

d
i
v
i
s
i
o
n

d
.

m
u
l
t
i
p
l
i
c
a
t
i
o
n

e
.

c
o
m
b
i
n
e
d
 
o
p
e
r
a
t
i
o
n
s
.

5
.

e
m
p
l
o
y
 
t
h
e
 
o
p
e
r
a
t
i
o
n
 
o
r
 
c
o
m
b
i
n
e
d
 
o
p
e
r
a
-

t
i
o
n
s
 
t
o
 
d
e
m
o
n
s
t
r
a
t
e
 
t
h
e
 
f
o
l
l
o
w
i
n
g

a
p
p
l
i
c
a
t
i
o
n
s
:

a
.

s
i
m
p
l
e
 
d
i
s
c
o
u
n
t

b
.

c
h
a
i
n
 
d
i
s
c
o
u
n
t

c
.

p
e
r
c
e
n
t
a
g
e

d
.

i
n
v
o
i
c
i
n
g

e
.

p
a
y
r
o
l
l

f
.

s
a
l
e
s
 
t
o
t
a
l
s
.

6
.

c
h
a
n
g
e
 
t
h
e
 
t
a
p
e
 
a
n
d
 
r
i
b
b
o
n
 
o
n
 
a
 
p
r
i
n
t
-

i
n
g
 
c
a
l
c
u
l
a
t
o
r
 
w
i
t
h
 
a
c
c
u
r
a
c
y
 
t
o
 
s
u
i
t

m
a
n
u
f
a
c
t
u
r
e
r
'
s
 
s
p
e
c
i
f
i
c
a
t
i
o
n
s
.

S
t
u
d
e
n
t
s
 
r
e
v
i
e
w
 
a
p
p
r
o
p
r
i
a
t
e
 
w
o
r
k
b
o
o
k
 
e
x
e
r
c
i
s
e
s
.

S
t
u
d
e
n
t
s
 
p
e
r
f
o
r
m
 
t
h
e
 
j
o
b
 
t
a
s
k
 
b
y
 
o
p
e
r
a
t
i
n
g
 
a
 
p
r
i
n
t
i
n
g
 
c
a
l
c
u
-

l
a
t
o
r
 
t
o
 
o
b
t
a
i
n
 
a
n
s
w
e
r
s
 
t
o
 
t
e
a
c
h
e
r
-
p
r
e
p
a
r
e
d
 
m
a
t
h
 
p
r
o
b
l
e
m
s

a
n
d
 
r
e
c
o
r
d
i
n
g
 
a
n
s
w
e
r
s
.

T
e
a
c
h
e
r
 
m
a
t
c
h
e
s
 
s
u
c
c
e
s
s
f
u
l
 
s
t
u
d
e
n
t
s
 
w
h
o
 
a
r
e
 
i
n
t
e
r
e
s
t
e
d
 
i
n

h
e
l
p
i
n
g
 
t
h
o
s
e
 
h
a
v
i
n
g
 
d
i
f
f
i
c
u
l
t
y
.

P
a
r
a
-
p
r
o
f
e
s
s
i
o
n
a
l
s
 
p
r
o
v
i
d
e
 
s
u
s
t
a
i
n
e
d
 
i
n
v
o
l
v
e
m
e
n
t
 
w
i
t
h
 
s
t
u
d
e
n
t
'
;

h
a
v
i
n
g
 
d
i
f
f
i
c
u
l
t
y
 
w
i
t
h
 
t
h
i
s
 
t
a
s
k
.

T
a
s
k
-
R
e
l
a
t
e
d

C
o
m
p
e
t
e
n
c
i
e
s

I
n
s
t
r
u
c
t
i
o
n
a
l
 
M
a
t
e
r
i
a
l
s

T
i
t
l
e

M
e
d
i
a

B
i
b
.

K
N
O
W
L
E
D
G
E

A
 
3
,
7

N
U
M
B
E
R
S

B
 
2

A
P
P
L
I
C
A
T
I
O
N

C
 
2
,
5
,
8

P
H
Y
S
I
C
A
L

D
 
l
a
,
b
,
c

2
a

C
a
l
c
u
l
a
t
o
r

"
H
o
w
 
t
o
 
U
s
e
 
B
u
s
i
n
e
s
s
 
M
a
c
h
i
n
e
s
"

1

1
4

1
1
7



C
o
d
e
:

O
B

Q
Q

10
7

T
A
S
K
:

C
O
M
M
O
N
 
C
L
U
S
T
E
R
 
T
A
S
K
S

O
p
e
r
a
t
e
 
a
 
p
r
i
n
t
i
n
g
 
c
a
l
c
u
l
a
t
o
r

B
a
s
i
c
 
I
n
f
o
r
m
a
t
i
o
n
 
f
o
r
 
C
o
o
p
e
r
a
t
i
a
 
T
e
a
c
h
i
n
g

.
.
.
.
.

S
u
g
g
e
s
t
i
o
n
s
:

E
m
p
h
a
s
i
s
 
i
s
 
p
l
a
c
e
d
 
o
n
 
c
h
e
c
k
i
n
g
 
f
o
r

a
c
c
u
r
a
c
y
 
s
i
n
c
e
 
a
c
c
u
r
a
c
y
 
i
s
 
t
h
e
 
o
n
l
y

a
c
c
e
p
t
a
b
l
e
 
p
e
r
f
o
r
m
a
n
c
e
.

L
a
n
g
u
a
g
e
 
o
f
 
t
h
e
 
T
a
s
k

Q
u
a
n
t
i
t
a
t
i
v
e
 
C
o
n
c
e
p
t
s

P
r
i
n
t
i
n
g

M
o
t
o
r
 
b
a
r

L
i
s
t
i
n
g

T
e
n
-
k
e
y

F
u
l
l
-
k
e
y

C
o
l
u
m
n
s

A
d
d
i
t
i
o
n

M
u
l
t
i
p
l
i
c
a
t
i
o
n

D
i
v
i
s
i
o
n

S
u
b
t
r
a
c
t
i
o
n

R
e
g
i
s
t
e
r

R
o
l
l
 
o
f
 
t
a
p
e

O
p
e
r
a
t
e
 
b
y
 
t
o
u
c
h

C
l
e
a
r
 
m
a
c
h
i
n
e

D
e
p
r
e
s
s
 
k
e
y

H
a
n
d
l
e

C
o
p
y
 
a
n
d
 
r
e
c
o
r
d
 
n
u
m
b
e
r
s
 
a
c
c
u
r
a
t
e
l
y
.

S
u
p
p
o
r
t
i
v
e
 
I
n
s
t
r
u
c
t
i
o
n
a
l
 
M
a
t
e
r
i
a
l
s
:



GENERAL

OFFICE

CLERKS

INSTRUCTIONAL TASK MODULES

G001

G002

G003

Type correspondence

Type and prepare tables/tabu-
lations

Type and prepare forms

G014

G015

G016

Handle incoming mail

Handle outgoing mail

Perform visitor receptionist
duties

G004 Type, check, and distribute
customer's orders

G017 Use voice correctly

G005 Type and/or prepare purchasing
documents

G018 Handle incoming phone calls

G006 Type and prepare stencils and
masters

G019 Place local and long distance
phone calls

G007 Type manuscripts and reports G020 Retrieve materials, information,
or record data from files

G008 Proofread prepared materials G021 Update files

G009 Compute sales and billings for
accounts receivable

G022 Receive payments over the counter

G010 Clean and maintain a typewriter G023 Disburse petty cash funds

G011 Apply ba,ic English skills G024 Prepare the payroll

G012 Use the dictionary G025 Operate a belt-type dictating
(transcribing) unit

G013 Use reference books and indexes G026 Operate an addressing machine

25 (7



S
U

B
C

 L
U

S
T

E
R

:
G
E
N
E
R
A
L
 
O
F
F
I
C
E
 
C
L
E
R
K
S

T
A
S
K
:

T
y
p
e
 
c
o
r
r
e
s
p
o
n
d
e
n
c
e

C
o
d
e
:
 
O
B
O
 
-
 
G
0
0
1

S
t
u
d
e
n
t
 
N
a
m
e
:

S
h
e
e
t

1
o
f

1

-
-
-
-
-
-
-
-
,

S
t
u
d
e
n
t

P
r
o
g
r
e
s
s

B
e
h
a
v
i
o
r
a
l
 
T
a
s
k
 
K
n
o
w
l
e
d
g
e
s
/
T
a
s
k
 
S
k
i
l
l
s

_
_

I
n
s
t
r
u
c
t
i
o
n
a
l
 
M
e
t
h
o
d
s

1
2

4
1
.
) o = 12 o I-

I
'
'
'

1
7 C
V .
.
-
-
0

I-
- o > C

0
) >
r-

-1
.) o = -0 u
_
i
a0
)

rt
1
>
1 6 r- E

G
i
v
e
n
 
t
h
e
 
n
e
c
e
s
s
a
r
y
 
t
o
o
l
s
,
 
m
a
t
e
r
i
a
l
s
,

e
q
u
i
p
m
e
n
t
,
 
a
n
d
 
r
e
q
u
i
s
i
t
e
 
k
n
o
w
l
e
d
g
e
,
 
t
h
e

l
e
a
r
n
e
r
 
w
i
l
l
:

1
.

i
d
e
n
t
i
f
y
 
a
n
d
 
s
e
l
e
c
t
 
t
h
e
 
a
p
p
r
o
p
r
i
a
t
e

e
n
v
e
l
o
p
e
 
a
n
d
 
s
t
a
t
i
o
n
a
r
y
 
s
i
z
e
s
 
f
o
r
 
a

g
i
v
e
n
 
c
o
r
r
e
s
p
o
n
d
e
n
c
e
.

2
.

p
e
r
f
o
r
m
 
t
h
e
 
f
o
l
l
o
w
i
n
g
 
c
o
r
r
e
s
p
o
n
d
e
n
c
e

t
y
p
i
n
g
 
j
o
b
 
s
k
i
l
l
s
:

a
.

o
b
t
a
i
n
 
a
 
m
a
i
l
a
b
l
e
 
c
o
p
y
 
a
n
d
 
a
r
r
a
n
g
e

m
a
t
e
r
i
a
l
s
 
a
t
t
r
a
c
t
i
v
e
l
y
 
o
n
 
t
h
e
 
p
a
g
e
.

b
.

t
y
p
e
s
 
a
 
l
e
t
t
e
r
 
i
n
 
t
h
e
 
f
o
l
l
o
w
i
n
g

f
o
r
m
a
l
 
s
t
y
l
e
 
-
 
f
u
l
l
 
b
l
o
c
k
e
d
.

c
.

t
y
p
e
s
 
a
n
d
 
p
r
e
p
a
r
e
s
 
a
 
p
e
r
s
o
n
a
l
 
l
e
t
t
e
r
.

d
.

u
s
e
s
 
c
h
a
i
n
 
f
e
e
d
i
n
g
 
t
e
c
h
n
i
q
u
e
s
 
i
n

t
y
p
i
n
g
.

e
.

p
r
e
p
a
r
e
s
 
c
a
r
b
o
n
 
c
o
p
i
e
s
 
o
f
 
l
e
t
t
e
r
s
.

f
.

t
y
p
e
s
 
l
e
t
t
e
r
 
n
o
t
a
t
i
o
n
s
.

g
.

t
y
p
e
s
 
s
p
e
c
i
f
i
c
 
i
n
f
o
r
m
a
t
i
o
n
 
o
n
t
o
 
a

p
r
e
p
a
r
e
d
 
f
o
r
m
 
l
e
t
t
e
r
.

h
.

t
y
p
e
s
 
a
d
d
r
e
s
s
e
s
 
o
n
 
e
n
v
e
l
o
p
e
s
,
 
c
a
r
d
s
,

l
e
t
t
e
r
h
e
a
d
s
,
 
e
t
c
.

i
.

u
s
e
s
 
a
p
p
r
o
p
r
i
a
t
e
 
p
a
r
a
g
r
a
p
h
i
n
g
 
a
n
d

e
n
u
m
e
r
a
t
i
o
n
 
i
n
 
a
 
s
p
e
c
i
f
i
c
 
c
o
r
r
e
s
-

p
o
n
d
e
n
c
e
.

j
.

t
y
p
e
s
 
t
w
o
-
p
a
g
e
 
o
r
 
m
u
l
t
i
p
l
e
 
p
a
g
e

l
e
t
t
e
r
s
.

k
.

p
r
o
o
f
r
e
a
d
s
 
c
o
p
y
 
f
o
r
 
e
r
r
o
r
s
.

1
)

c
o
r
r
e
c
t
s
 
t
y
p
i
n
g
 
e
r
r
o
r
s
 
b
y

u
s
i
n
g
 
e
r
a
s
e
r
,
 
l
i
q
u
i
d
 
p
a
p
e
r
,

o
r
 
k
o
-
r
e
c
-
t
y
p
e
.

P
a
r
a
-
p
r
o
f
e
s
s
i
o
n
a
l
s
 
p
r
o
v
i
d
e
 
s
u
s
t
a
i
n
e
d
 
i
n
v
o
l
v
e
m
e
n
t
 
w
i
t
h
 
s
t
u
d
e
n
t
s

h
a
v
i
n
g
 
d
i
f
f
i
c
u
l
t
y
 
w
i
t
h
 
t
h
i
s
 
t
a
s
k
.

S
t
u
d
e
n
t
s
 
p
e
r
f
o
r
m
 
t
h
e
 
j
o
b
 
t
a
s
k
 
b
y
 
t
y
p
i
n
g
 
m
a
i
l
a
b
l
e
 
c
o
p
y
 
(
c
o
p
y

t
h
a
t
 
i
s
 
e
r
r
o
r
 
f
r
e
e
)
 
i
n
 
l
e
t
t
e
r
 
f
o
r
m
 
f
r
o
m
 
t
e
a
c
h
e
r
-
p
r
e
p
a
r
e
d

m
a
t
e
r
i
a
l
.

S
t
u
d
e
n
t
s
 
r
e
v
i
e
w
 
i
l
l
u
s
t
r
a
t
e
d
 
t
e
x
t
 
m
a
t
e
r
i
a
l
s
,
 
c
h
a
r
t
s
,
 
a
n
d
 
w
o
r
k
-

b
o
o
k
 
t
e
x
t
s
.

T
e
a
c
h
e
r
 
c
o
n
c
e
n
t
r
a
t
e
s
 
h
i
s
 
e
f
f
o
r
t
 
w
i
t
h
 
s
t
u
d
e
n
t
s
 
h
a
v
i
n
g
 
d
i
f
f
i
-

c
u
l
t
y
.

T
a
s
k
-
R
e
l
a
t
e
d

C
o
m
p
e
t
e
n
c
i
e
s

I
n
s
t
r
u
c
t
i
o
n
a
l
 
M
a
t
e
r
i
a
l
s

T
i
t
l
e

M
e
d
i
a

B
i
b
.

K
N
O
W
L
E
D
G
E

A
 
3
,
7
,
8
,
9

N
U
M
B
E
R
S

B
4
a
,
5
,
6

A
P
P
L
I
C
A
T
I
O
N

C
 
2
,
5
,
6
,
8

P
H
Y
S
I
C
A
L

D
 
l
a
,
b
,
c
,
d

2
a

T
y
p
e
w
r
i
t
e
r

T
r
a
n
s
p
a
r
e
n
c
i
e
s
 
f
o
r
 
l
e
t
t
e
r
 
s
t
y
l
e

a
n
d
 
e
n
v
e
l
o
p
e
s

O
f
f
i
c
e
 
P
r
a
c
t
i
c
e
 
f
o
r
 
T
y
p
i
s
t
s

1

1
2

1
3

1
3

1
3
,
1
4

1
6 5

2
3

3
5

3
6

1
2
2

1
2
3

7
5

(
r
o
u
g
h
 
d
r
a
f
t
 
m
a
t
e
r
i
a
l
)

P
r
a
c
t
i
c
a
l
 
O
f
f
i
c
e
 
T
y
p
e
w
r
i
t
i
n
g

G
r
e
g
g
 
T
y
p
i
n
g
 
B
o
o
k
,
 
I
 
&
 
I
I

G
r
e
g
g
 
L
e
t
t
e
r
 
S
t
y
l
e
 
C
h
a
r
t
s

"
B
a
s
i
c
 
L
i
t
t
e
r
 
T
v
o
i
n
e
"



S
U

B
C

LU
S

T
E

R
:

G
E
N
E
R
A
L
 
O
F
F
I
C
E
 
C
L
E
R
K
S

C
o
d
e
:
 
O
B
O

c
o
o
l

T
A
S
K
:

T
y
p
e
 
c
o
r
r
e
s
p
o
n
d
e
n
c
e

B
a
s
i
c
 
I
n
f
o
r
m
a
t
i
o
n
 
f
o
r
 
C
o
o
p
e
r
a
t
i
v
e
 
T
e
a
c
h
i
n
g

S
u
g
g
e
s
t
i
o
n
s
:

B
l
i
n
d
 
s
t
u
d
e
n
t
s
 
t
r
a
n
s
c
r
i
b
e
 
f
r
o
m

b
r
a
i
l
l
e
.

S
p
e
a
k
 
d
i
s
t
i
n
c
t
l
y
 
a
n
d
 
s
l
o
w
l
y
,
 
u
s
e

s
i
m
p
l
e
 
s
e
n
t
e
n
c
e
s
,
 
a
n
d
 
l
o
o
k
 
d
i
r
e
c
t
l
y

a
t
 
l
i
p
 
r
e
a
d
i
n
g
 
d
e
a
f
 
s
t
u
d
e
n
t
s
.

L
a
n
g
u
a
g
e
 
o
f
 
t
h
e
 
T
a
s
k

Q
u
a
n
t
i
t
a
t
i
v
e
 
C
o
n
c
e
p
t
s

O
r
i
g
i
n
a
l
 
c
o
p
y

E
n
u
m
e
r
a
t
i
o
n

F
i
n
a
l
 
c
o
p
y

P
r
o
o
f
 
r
e
a
d

M
a
i
l
a
b
l
e
 
c
o
p
y

M
u
l
t
i
p
l
e

C
a
r
b
o
n
 
c
o
p
y

S
i
g
n
a
t
u
r
e
 
l
i
n
e

C
a
r
b
o
n
 
p
a
p
e
r

P
o
s
t
 
s
c
r
i
p
t

L
e
t
t
e
r
 
s
t
y
l
e

L
i
q
u
i
d
 
p
a
p
e
r

F
u
l
l
 
b
l
o
c
k

K
o
-
r
e
c
-
t
y
p
e
 
(
b
r
a
n
d
)

P
e
r
s
o
n
a
l

B
u
s
i
n
e
s
s

L
e
t
t
e
r
h
e
a
d

I
n
s
i
d
e
 
a
d
d
r
e
s
s

R
e
t
u
r
n
 
a
d
d
r
e
s
s

D
a
t
e
 
l
i
n
e

S
a
l
u
t
a
t
i
o
n

P
a
r
a
g
r
a
p
h
i
n
g

M
a
t
c
h
 
s
t
a
t
i
o
n
e
r
y
 
t
o
 
e
n
v
e
l
o
p
e
 
s
i
z
e
.

C
o
u
n
t
 
f
o
r
 
v
e
r
t
i
c
a
l
 
s
p
a
c
i
n
g
.

C
o
u
n
t
 
f
o
r
 
b
a
c
k
-
s
p
a
c
i
n
g
 
f
r
o
m
 
v
e
r
t
i
c
a
l

c
e
n
t
e
r
 
o
f
 
s
h
e
e
t
 
t
o
 
c
e
n
t
e
r
 
t
i
t
l
e
s
,
 
e
t
c
.

S
u
p
p
o
r
t
i
v
e
 
I
n
s
t
r
u
c
t
i
o
n
a
l
 
M
a
t
e
r
i
a
l
s
:

S
a
m
p
l
e
s
 
o
f
 
l
e
t
t
e
r
 
s
t
y
l
e
s
 
f
r
o
m
 
V
o
c
a
t
i
o
n
a
l
 
O
f
f
i
c
e
 
a
n
d
 
B
u
s
i
n
e
s
s
 
i
n
s
t
r
u
c
t
o
r
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A
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o
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O
B
O
-
 
G
0
0
2

G
E
N
E
R
A
L
 
O
F
F
I
C
E
 
C
L
E
R
K
S

T
y
p
e
 
a
n
d
 
p
r
e
p
a
r
e
 
t
a
b
l
e
s
/
t
a
b
u
l
a
t
i
o
n
s

S
t
u
d
e
n
t
 
N
a
m
e
:

S
h
e
e
t

1
o
f

1

S
 
u
d
e
n

P
r
o
g
r
e

t s
s

B
e
h
a
v
i
o
r
a
l
 
T
a
s
k
 
K
n
o
w
l
e
d
g
e
s
/
T
a
s
k
 
S
k
i
l
l
s

I
n
s
t
r
u
c
t
i
o
n
a
l
 
M
e
t
h
o
d
s

7
7

1
7
W
W

G
i
v
e
n
 
t
h
e
 
n
e
c
e
s
s
a
r
y
 
t
o
o
l
s
,
 
m
a
t
e
r
i
a
l
s
,

u =
> .

4
-
)

.
.
-
-
0

(
C
I
e
q
u
i
p
m
e
n
t
,
 
a
n
d
 
r
e
q
u
i
s
i
t
e
 
k
n
o
w
l
e
d
g
e
,
 
t
h
e

S
t
u
d
e
n
t
s
 
p
e
r
f
o
r
m
 
t
h
e
 
j
o
b
 
t
a
s
k
 
b
y
 
t
y
p
i
n
g
 
t
a
b
l
e
s
,
 
t
h
e
n
 
h
o
r
i
z
o
n
-

-
0 o
0 >

u =
l
e
a
r
n
e
r
 
w
i
l
l
:

t
a
l
l
y
 
a
n
d
 
v
e
r
t
i
c
a
l
l
y
 
f
r
o
m
 
t
e
a
c
h
e
r
-
p
r
e
p
a
r
e
d
 
m
a
t
e
r
i
a
l
s
 
(
p
r
o
b
l
e
m
s

-
4-

)
s

C I.
-I

1
7 C

r-
- ..

s
h
o
u
l
d
 
p
r
o
g
r
e
s
s
 
f
r
o
m
 
s
i
m
p
l
e
 
t
o
 
c
o
m
p
l
e
x
)
.

0
9

c
t

L
.
5

1
.

i
d
e
n
t
i
f
y
 
t
h
e
 
d
i
f
f
e
r
e
n
t
 
t
y
p
e
s
 
o
r
 
s
t
y
l
e
s

o
f
 
t
a
b
l
e
s
.

T
e
a
c
h
e
r
 
d
e
m
o
n
s
t
r
a
t
e
s
 
b
a
c
k
s
p
a
c
e
 
c
e
n
t
e
r
i
n
g
 
v
i
s
u
a
l
l
y
 
o
n
 
t
h
e

2
.

i
d
e
n
t
i
f
y
 
t
y
p
i
c
a
l
 
a
p
p
l
i
c
a
t
i
o
n
s
 
o
f

s
p
e
c
i
f
i
c
 
t
y
p
e
s
 
o
f
 
t
a
b
l
e
s
.

b
o
a
r
d
 
o
r
 
o
n
 
t
h
e
 
o
v
e
r
h
e
a
d
 
p
r
o
j
e
c
t
o
r
.

S
t
u
d
e
n
t
s
 
n
e
e
d
 
t
o
 
s
e
t
-
u
p

t
h
e
 
p
r
o
b
l
e
m
 
v
i
s
u
a
l
l
y
 
o
n
 
p
a
p
e
r
.

T
e
a
c
h
e
r
 
m
u
s
t
 
g
o
 
t
h
r
o
u
g
h
 
e
a
c
h
 
s
t
e
p
 
i
n
 
t
h
e
 
p
r
o
c
e
d
u
r
e
 
f
o
r
 
o
n
e

3
.

p
e
r
f
o
r
m
 
t
h
e
 
f
o
l
l
o
w
i
n
g
 
t
a
b
u
l
a
t
i
o
n

t
y
p
i
n
g
 
j
o
b
 
s
k
i
l
l
s
 
o
b
t
a
i
n
i
n
g
 
a
 
m
a
i
l
a
b
l
e

c
o
l
u
m
n
 
a
n
d
 
t
w
o
 
o
r
 
m
o
r
e
 
c
o
l
u
m
n
 
c
e
n
t
e
r
i
n
g
 
w
i
t
h
 
e
a
c
h
 
s
t
u
d
e
n
t
.

c
o
p
y
:

P
a
r
a
-
p
r
o
f
e
s
s
i
o
n
a
l
s
 
p
r
o
v
i
d
e
 
s
u
s
t
a
i
n
e
d
 
i
n
v
o
l
v
e
m
e
n
t
 
w
i
t
h
 
s
t
u
d
e
n
t
s

a
.

c
e
n
t
e
r
s
 
a
 
c
o
l
u
m
n
 
h
e
a
d
i
n
g
 
h
o
r
i
z
o
n
-

t
a
l
l
y
.

b
.

c
e
n
t
e
r
s
 
a
 
c
o
l
u
m
n
 
v
e
r
t
i
c
a
l
l
y
.

c
.

t
y
p
e
s
 
s
e
v
e
r
a
l
 
p
r
o
b
l
e
m
s
 
c
e
n
t
e
r
i
n
g

t
h
e
m
,
 
v
e
r
t
i
c
a
l
l
y
 
a
n
d
 
h
o
r
i
z
o
n
t
a
l
l
y
.

d
.

h
o
r
i
z
o
n
t
a
l
l
y
 
a
n
d
 
v
e
r
t
i
c
a
l
l
y
 
c
e
n
t
e
r
s

h
a
v
i
n
g
 
d
i
f
f
i
c
u
l
t
y
 
w
i
t
h
 
t
h
i
s
 
t
a
s
k
.

T
a
s
k
-
R
e
l
a
t
e
d

I
n
s
t
r
u
c
t
i
o
n
a
l
 
M
a
t
e
r
i
a
l
s

a
 
t
a
b
l
e
 
b
y
 
d
e
t
e
r
m
i
n
i
n
g
 
t
h
e
 
k
e
y
 
l
i
n
e

(
t
h
e
 
l
o
n
g
e
s
t
 
l
i
n
e
 
i
n
 
e
a
c
h
 
c
o
l
u
m
n

p
l
u
s
 
t
h
e
 
s
p
a
c
e
s
 
b
e
t
w
e
e
n
 
t
h
e
 
c
o
l
u
m
n
s
)
.

C
o
m
p
e
t
e
n
c
i
e
s

T
i
t
l
e

M
e
d
i
a

B
i
b
.

K
N
O
W
L
E
D
G
E

T
y
p
e
w
r
i
t
e
r

1

e
.

s
e
t
s
 
a
n
d
 
a
d
j
u
s
t
s
 
t
a
b
 
s
t
o
p
s
 
a
n
d

m
a
r
g
i
n
s
 
f
o
r
 
c
o
l
u
m
n
s
.

A
 
3
,
7
,
8
,
9

T
r
a
n
s
p
a
r
e
n
c
i
e
s
 
f
r
o
m
 
I
L
P
/
C
T

L
e
s
s
o
n
 
8
-
1
1

1
2

2
3

f
.

s
p
a
c
e
s
 
a
n
d
 
o
r

s
p
r
e
a
d
s
 
t
i
t
l
e
s
.

g
.

t
y
p
e
s
 
a
n
d
 
t
a
b
u
l
a
t
e
s
 
i
n
f
o
r
m
a
t
i
o
n
 
i
n

N
U
M
B
E
R
S

O
f
f
i
c
e
 
P
r
a
c
t
i
c
e
 
f
o
r
 
T
y
p
i
s
t
s
 
(
r
o
u
g
h

1
3

3
5

d
r
a
f
t
)

t
h
e
 
c
o
l
u
m
n
s
 
c
o
r
r
e
c
t
l
y
.

B
 
2
,
4
a
,
5
,
6

P
r
a
c
t
i
c
a
l
 
O
f
f
i
c
e
 
T
y
p
e
w
r
i
t
i
n
g

1
3

3
6

h
.

p
r
o
o
f
r
e
a
d
s
 
a
n
d
 
c
o
r
r
e
c
t
s
 
e
r
r
o
r
s

A
P
P
L
I
C
A
T
I
O
N

"
T
y
p
i
n
g
 
M
e
t
h
o
d
s
 
a
n
d
 
S
h
o
r
t
c
u
t
s
"

5
6
9

b
e
f
o
r
e
 
r
e
m
o
v
i
n
g
 
p
a
p
e
r
 
f
r
o
m
 
t
h
e

"
A
 
S
e
c
r
e
t
a
r
y
'
s
 
D
a
y
 
a
t
 
L
e
n
o
x
,
 
I
n
c
.
"

1
4

7
0

t
y
p
e
w
r
i
t
e
r
.

C
 
2
,
5
,
6
,
8

"
B
a
s
i
c
 
F
o
r
m
s
 
T
y
p
i
n
g
 
a
n
d
 
B
a
s
i
c

5
7
1

T
a
b
u
l
a
t
i
o
n
 
T
y
p
i
n
g
"

P
H
Y
S
I
C
A
L

"
T
a
b
u
l
a
t
i
o
n
 
T
y
p
i
n
g
"

1
4

1
2
4

D
 
l
a
,
b
,
c
,
d

2
a

I
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C
o
d
e
:
 
0
1
1
0
 
-
 
G
o
a
l

T
A
S
K
:

T
y
p
e
 
a
n
d
 
p
r
e
p
a
r
e
 
t
a
b
l
e
s
/
t
a
E
u
l
a
t
i
o
n
s

B
a
s
i
c
 
I
n
f
o
r
m
a
t
i
o
n
 
f
o
r
 
C
o
o
p
e
r
a
t
i
v
e
 
T
e
a
c
h
i
n
g

S
u
g
g
e
s
t
i
o
n
s
:

G
i
v
e
 
t
h
e
 
b
l
i
n
d
 
s
t
u
d
e
n
t
 
a
m
p
l
e
 
t
i
m
e

f
o
r
 
a
c
c
u
m
u
l
a
t
i
n
g
 
f
i
n
g
e
r
 
k
n
o
w
l
e
d
g
e
.

I
n
s
t
r
u
c
t
o
r
 
m
u
s
t
 
a
i
d
 
s
t
u
d
e
n
t
 
i
n
 
m
o
v
-

i
n
g
 
f
i
n
g
e
r
s
 
f
o
r
 
g
a
t
h
e
r
i
n
g
 
i
n
f
o
r
m
a
-

t
i
o
n
.

L
a
n
g
u
a
g
e
 
o
f
 
t
h
e
 
T
a
s
k

Q
u
a
n
t
i
t
a
t
i
v
e
 
C
o
n
c
e
p
t
s

H
o
r
i
z
o
n
t
a
l
l
y

V
e
r
t
i
c
a
l
l
y

T
a
b
 
k
e
y

T
a
b
 
s
e
t

T
a
b
 
c
l
e
a
r

H
o
r
i
z
o
n
t
a
l
 
s
e
t
t
i
n
g

V
e
r
t
i
c
a
l
 
c
e
n
t
e
r
i
n
g

C
o
l
u
m
n
s

C
o
u
n
t
 
l
i
n
e
s
 
a
n
d
 
s
t
r
o
k
e
s

D
i
v
i
d
e
 
b
y
 
2
.

A
d
d
 
2
 
c
o
l
u
m
n
 
f
i
g
u
r
e
s

B
a
c
k
s
p
a
c
e

A
d
d
 
a
n
d
 
s
u
b
t
r
a
c
t
 
t
o
 
d
e
t
e
r
m
i
n
e
 
b
a
c
k
-

s
p
a
c
e
 
c
e
n
t
e
r
i
n
g
.

S
u
p
p
o
r
t
i
v
e
 
I
n
s
t
r
u
c
t
i
o
n
a
l
 
M
a
t
e
r
i
a
l
s
:
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p
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p
r
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S
t
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d
e
n
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N
a
m
e
:

S
h
e
e
t

1
o
f

1

S
t
u
d
e
n
t

P
r
o
g
r
e
s
s

B
e
h
a
v
i
o
r
a
l
 
T
a
s
k
 
K
n
o
w
l
e
d
g
e
s
/
T
a
s
k
 
S
k
i
l
l
s

.
.
.
.
.

I
n
s
t
r
u
c
t
i
o
n
a
l
 
M
e
t
h
o
d
s

13 a
)

t
" '0 o S- 4-
1 C

'V c
i
) >
4
-
0

F
-
4
-
)

0 > e
v
e
-

0-
1

W >
f

0 7 0 1

G
)

n3 >
1 0 L
!

L
E

J

G
i
v
e
n
 
t
h
e
 
n
e
c
e
s
s
a
r
y
 
t
o
c
l
s
,
 
m
a
t
e
r
i
a
l
s
,

e
q
u
i
p
m
e
n
t
,
 
a
n
d
 
r
e
q
u
i
s
i
t
e
 
k
n
o
w
l
e
d
g
e
,
 
t
h
e

'
e
a
r
n
e
r
 
w
i
l
l
:

-

1
.

i
d
e
n
t
i
f
y
 
a
n
d
 
d
e
s
c
r
i
b
e
 
t
h
e
 
p
u
r
p
o
s
e
 
o
f

o
r
 
f
u
n
c
t
i
o
n
 
s
e
r
v
e
d
 
b
y
 
s
p
e
c
i
f
i
c
 
o
f
f
i
c
e

f
o
r
m
s
:

a
.

a
c
c
o
u
n
t
 
s
t
a
t
e
m
e
n
t

b
.

b
i
l
l
 
o
f
 
s
a
l
e

c
.

b
i
l
l
i
n
g
 
f
o
r
m
s

d
.

i
n
v
o
i
c
e

e
.

p
u
r
c
h
a
s
e
 
o
r
d
e
r

f
.

p
u
r
c
h
a
s
e
 
r
e
q
u
i
s
i
t
i
o
n

g
.

p
a
y
r
o
l
l
 
s
h
e
e
t

h
.

m
e
m
o

i
.

t
e
l
e
p
h
o
n
e
 
m
e
s
s
a
g
e
 
f
o
r
m
.

2
.

p
e
r
f
o
r
m
 
t
h
e
 
f
o
l
l
o
w
i
n
g
 
j
o
b
 
s
k
i
l
l
s

o
b
t
a
i
n
i
n
g
 
a
 
m
a
i
l
a
b
l
e
 
c
o
p
y
:

a
.

t
y
p
e
s
 
a
n
d
 
p
r
e
p
a
r
e
s
 
a
n
 
i
n
t
e
r
o
f
f
i
c
e

m
e
m
o
 
i
n
 
b
l
o
c
k
e
d
 
f
o
r
m
.

b
.

u
p
d
a
t
e
s
 
a
n
d
 
t
y
p
e
s
 
a
 
s
t
a
t
e
m
e
n
t
 
o
f

a
c
c
o
u
n
t
.

c
.

t
y
p
e
s
 
a
n
d
 
c
h
e
c
k
s
 
a
 
b
i
l
l
 
o
f
 
s
a
l
e
.

d
,

t
y
p
e
s
 
a
 
b
a
l
a
n
c
e
 
s
h
e
e
t
.

e
.

t
y
p
e
s
 
l
e
g
i
b
l
e
 
c
a
r
b
o
n
 
c
o
p
i
e
s
 
o
f

f
o
r
m
s
 
i
f
 
g
i
v
e
n
 
t
e
a
c
h
e
r
 
i
n
s
t
r
u
c
t
i
o
n
.

f
.

t
y
p
e
s
 
i
n
 
s
p
e
c
i
f
i
c
 
i
n
f
o
r
m
a
t
i
o
n
 
o
n

a
 
f
o
r
m
 
l
e
t
t
e
r
.

g
.

t
y
p
e
s
 
o
n
 
a
 
p
o
s
t
a
l
 
c
a
r
d
 
f
o
r
m
.

h
.

a
l
i
g
n
s
 
a
n
d
 
s
p
a
c
e
s
 
s
p
e
c
i
f
i
c
 
f
o
r
m
s
.

T
e
a
c
h
e
r
 
p
r
o
v
i
d
e
s
 
a
n
 
o
r
a
l
 
e
x
p
l
a
n
a
t
i
o
n
 
o
f
 
t
a
s
k
,
 
u
s
i
n
g
 
M
u
s
-

t
r
a
t
e
d
,
 
t
e
a
c
h
e
r
-
m
a
d
e
 
t
r
a
n
s
p
a
r
e
n
c
i
e
s
.

S
t
u
d
e
n
t
s
 
p
e
r
f
o
r
m
 
t
h
e
 
j
o
b
 
t
a
s
k
s
 
b
y
 
t
y
p
i
n
g
 
s
p
e
c
i
f
i
e
d
 
i
n
f
o
r
m
a
t
i
o
n

a
s
 
g
i
v
e
n
 
b
y
 
t
h
e
 
t
e
a
c
h
e
r
 
o
n
 
t
h
e
 
a
p
p
r
o
p
r
i
a
t
e
 
f
o
r
m
 
(
b
o
t
h
 
o
r
a
l
 
a
n
d

w
r
i
t
t
e
n
 
d
i
r
e
c
t
i
o
n
s
)
.

T
e
a
c
h
e
r
 
e
n
c
o
u
r
a
g
e
s
 
s
m
a
l
l
 
p
e
e
r
 
g
r
o
u
p
 
c
o
o
p
e
r
a
t
i
o
n
 
a
n
d
 
i
n
t
e
r
-

a
c
t
i
o
n
.

S
t
u
d
e
n
t
s
 
r
e
v
i
e
w
 
i
l
l
u
s
t
r
a
t
e
d
 
t
e
x
t
s
 
a
n
d
 
w
o
r
k
b
o
o
k
s
.

S
t
u
d
e
n
t
s
 
r
e
v
i
e
w
 
s
o
u
n
d
/
s
l
i
d
e
 
p
r
o
g
r
a
m
s
.

T
a
s
k
-
R
e
l
a
t
e
d

C
o
m
p
e
t
e
n
c
i
e
s

I
n
s
t
r
u
c
t
i
o
n
a
l
 
M
a
t
e
r
i
a
l
s

T
i
t
l
e

M
e
d
i
a

B
i
b
.

K
N
O
W
L
E
D
G
E

A
 
3
,
7
,
8
,
9

N
U
M
B
E
R
S

B
 
2
,
5
,
6

A
P
P
L
I
C
A
T
I
O
N

C
 
1
,
2
,
3
,
5

P
H
Y
S
I
C
A
L

D
 
l
a
,
b
,
c
,
d

2
a

T
y
p
e
w
r
i
t
e
r

T
r
a
n
s
p
a
r
e
n
c
i
e
s
 
I
L
T
/
C
T
 
I
N
V
O
I
C
E
 
C
T
4
4

M
E
M
O
 
C
T
2
2
,
 
P
.
O
.
 
C
T
7
1
,
 
P
H
O
N
E

C
T
1
1
1
.

O
f
f
i
c
e
 
P
r
a
c
t
i
c
e
 
f
o
r
 
T
y
p
i
s
t
s
 
(
r
o
u
g
h

1

1
2

1
3

1
3 5

1
2

2
3

3
5

3
6

7
1

1
0
6

d
r
a
f
t
 
m
a
t
e
r
i
a
l
)

P
r
a
c
t
i
c
a
l
 
O
f
f
i
c
e
 
T
y
p
e
w
r
i
t
i
n
g

"
B
a
s
i
c
 
F
o
r
m
s
 
T
y
p
i
n
g
 
a
n
d
 
B
a
s
i
c

T
a
b
u
l
a
t
i
o
n
 
T
y
p
i
n
g
"

"
B
u
s
i
n
e
s
s
 
F
o
r
m
s
"
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C
o
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G
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0
3

T
A
S
K
:

G
E
N
E
R
A
L
 
O
F
F
I
C
E
 
C
L
E
R
K
S

T
y
p
e
 
a
n
d
 
p
r
e
p
a
r
e
 
f
o
r
m
s

B
a
s
i
c
 
I
n
f
o
r
m
a
t
i
o
n
 
f
o
r
 
C
o
o
p
e
r
a
t
i
v
:
?
.
 
T
e
a
c
h
i
n
g

S
u
g
g
e
s
t
i
o
n
s
:

D
e
m
o
n
s
t
r
a
t
i
o
n
 
b
y
 
s
c
h
o
o
l
 
s
e
c
r
e
t
a
r
y
.

C
o
n
t
a
c
t
 
M
i
c
h
i
g
a
n
 
S
c
h
o
o
l
 
f
o
r
 
t
h
e
 
B
l
i
n
d

f
o
r
 
B
r
a
i
l
l
e
 
a
n
d
 
l
a
r
g
e
 
p
r
i
n
t
 
m
a
t
e
r
i
a
l
.

S
p
e
a
k
 
d
i
s
t
i
n
c
t
l
y
 
a
n
d
 
s
l
o
w
l
y
,
 
u
s
e

s
i
m
p
l
e
 
s
e
n
t
e
n
c
e
s
,
 
a
n
d
 
l
o
o
k
 
u
i
r
e
c
t
l
y

a
t
 
L
i
p
 
r
e
a
d
i
n
g
 
d
e
a
f
 
s
t
u
d
e
n
t
s
.

L
a
n
g
u
a
g
e
 
o
f
 
t
h
e
 
T
a
s
k

Q
u
a
n
t
i
t
a
t
i
v
e
 
C
o
n
c
e
p
t
s

O
r
i
g
i
n
a
l
 
c
o
p
y

E
n
u
m
e
r
a
t
i
o
n

F
i
n
a
l
 
c
o
p
y

P
r
o
o
f
 
r
e
a
d

M
a
i
l
a
b
l
e
 
c
o
p
y

M
u
l
t
i
p
l
e

C
a
r
b
o
n
 
c
o
p
y

S
i
g
n
a
t
u
r
e
 
l
i
n
e

C
a
r
b
o
n
 
p
a
p
e
r

P
o
s
t
 
s
c
r
i
p
t

L
e
t
t
e
r
 
s
t
y
l
e

L
i
q
u
i
d
 
p
a
p
e
r

F
u
l
l
 
b
l
o
c
k

K
o
-
r
e
c
-
t
y
p
e
 
(
b
r
a
n
d

n
a
m
e
;

P
e
r
s
o
n
a
l

B
a
l
a
n
c
e
 
s
h
e
e
t

B
u
s
i
n
e
s
s

F
o
r
m
 
l
e
t
t
e
r

L
e
t
t
e
r
h
e
a
d

G
u
i
d
e
 
w
o
r
d
s

I
n
s
i
d
e
 
a
d
d
r
e
s
s

V
a
r
i
a
b
l
e
 
l
i
n
e

s
p
a
c
e
r

R
e
t
u
r
n
 
a
d
d
r
e
s
s

A
l
i
g
n
i
n
g
 
s
c
a
l
e

D
a
t
e
 
l
i
n
e

S
a
l
u
t
a
t
i
o
n

P
a
r
a
g
r
a
p
h
i
n
g

M
u
s
t
 
k
n
o
w
 
h
o
w
 
t
o
 
a
l
i
g
n
 
m
a
t
e
r
i
a
l
.

C
h
e
c
k
 
a
c
c
u
r
a
c
y
 
o
f
 
c
o
l
u
m
n
i
z
e
d
 
f
i
g
u
r
e
s

i
n
 
f
o
r
m
s
 
w
i
t
h
 
a
n
 
a
d
d
i
n
g
 
m
a
c
h
i
n
e
.

S
u
p
p
o
r
t
i
v
e
 
I
n
s
t
r
u
c
t
i
o
n
a
l
 
M
a
t
e
r
i
a
l
s
:

R
e
s
o
u
r
c
e
 
p
e
r
s
o
n

S
e
c
r
e
t
a
r
y

T
e
n
-
k
e
y
 
a
d
d
i
n
g
 
m
a
c
h
i
n
e



S
U
B
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T
A
S
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:

C
o
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e
:
 
O
B
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-
 
c
o
0
4

G
E
N
E
R
A
L
 
O
F
F
I
C
E
 
C
L
E
R
K
S

T
y
p
e
,
 
c
h
e
c
k
,
 
a
n
d
 
d
i
s
t
r
i
b
u
t
e
 
c
u
s
t
o
m
e
r
 
o
r
d
e
r
s

S
t
u
d
e
n
t
 
R
a
m
p
:

S
h
e
e
t

1
o
f

1

S
t
A
e
n
t

P
r
o
g
r
e
s
s

B
e
h
a
v
i
o
r
a
l
 
T
a
s
k
 
K
n
o
w
l
e
d
g
e
s
/
T
a
s
k
 
S
k
i
l
l
s

I
n
s
t
r
u
c
t
i
o
n
a
l
 
M
e
t
h
o
d
s

-
0 w U :
_
,

13 o L
.

4-
)

c
:

-
0 w >
*r

-l
a

, 0 > C 1.
-4

w >
r

4
-
) o = '0 0 i
t

w to 0 L
4
9

G
i
v
e
n
 
t
h
e
 
n
e
c
e
s
s
a
r
y
 
t
o
o
l
s
,
 
m
a
t
e
r
i
a
l
s
,

e
q
u
i
p
m
e
n
t
,
 
a
n
d
 
r
e
q
u
i
s
i
t
e
 
k
n
o
w
l
e
d
g
e
,
 
t
h
e

l
e
a
r
n
e
r
 
w
i
l
l
:

1
.

i
d
e
n
t
i
f
y
 
a
n
d
 
s
i
m
u
l
a
t
e
 
b
a
s
i
c
 
p
r
o
c
e
d
u
r
e
s
/

t
e
c
h
n
i
q
u
e
s
 
f
o
r
 
h
a
n
d
l
i
n
g
 
c
u
s
t
o
m
e
r
 
o
r
d
e
r
s
:

a
.

r
e
c
e
i
v
e
s
 
n
e
w
 
o
r
d
e
r
 
o
r
 
o
r
d
e
r

c
h
a
n
g
e
s
.

b
.

c
h
e
c
k
s
 
f
o
r
 
o
r
d
e
r
 
a
c
c
u
r
a
c
y
,
 
a
v
a
i
l
-

a
b
l
e
 
c
o
m
m
e
r
c
i
a
l
 
t
i
m
e
,
 
o
r
 
t
o
t
a
l
 
o
f

o
r
d
e
r
s
.

c
.

s
o
r
t
s
 
o
r
d
e
r
s
.

d
.

c
o
m
p
u
t
e
s
 
e
x
t
e
n
s
i
o
n
s
/
w
e
i
g
h
t
s
.

e
.

r
e
c
o
r
d
s
 
o
r
d
e
r
 
i
n
f
o
r
m
a
t
i
o
n
:

1
)
 
o
r
d
e
r
 
n
u
m
b
e
r

2
)
 
i
t
e
m
 
d
e
s
c
r
i
p
t
i
o
n

3
)
 
q
u
a
n
t
i
t
y
 
s
o
l
d

4
)
 
c
o
s
t

5
)
 
s
h
i
p
p
i
n
g
 
d
a
t
e
.

f
.

t
y
p
e
s
 
o
r
d
e
r
.

g
.

p
r
o
o
f
r
e
a
d
s
 
a
n
d
 
d
u
p
l
i
c
a
t
e
s
 
i
f

n
e
c
e
s
s
a
r
y
.

h
.

d
i
s
t
r
i
b
u
t
e
s
 
c
o
p
i
e
s
.

i
.

f
i
l
e
s
 
o
r
d
e
r
s
 
a
p
p
r
o
p
r
i
a
t
e
l
y
.

T
e
a
c
h
e
r
 
e
n
c
o
u
r
a
g
e
s
 
s
m
a
l
l
 
p
e
e
r
 
g
r
o
u
p
 
c
o
o
p
e
r
a
t
i
o
n
 
a
n
d
 
i
n
t
e
r
-

a
c
t
i
o
n
.

C
o
o
p
e
r
a
t
i
n
g
 
t
e
a
c
h
e
r
s
 
m
a
y
 
w
i
s
h
 
t
o
 
o
r
g
a
n
i
z
e
 
a
 
s
t
u
d
e
n
t
-
r
u
n

b
u
s
i
n
e
s
s
 
i
n
 
w
h
i
c
h
 
t
h
i
s
 
t
a
s
k
 
m
a
y
 
b
e
 
t
a
u
g
h
t
 
b
y
 
s
i
m
u
l
a
t
i
o
n
.

S
t
u
d
e
n
t
s
 
p
e
r
f
o
r
m
 
t
h
e
 
j
o
b
 
t
a
s
k
 
b
y
 
h
a
n
d
l
i
n
g
 
c
u
s
t
o
m
e
r
 
o
r
d
e
r
s

a
c
c
o
r
d
i
n
g
 
t
o
 
t
e
a
c
h
e
r
 
g
i
v
e
n
 
i
n
s
t
r
u
c
t
i
o
n
s
 
a
n
d
 
m
a
t
e
r
i
a
l
s
.

S
t
u
d
e
n
t
s
 
r
e
v
i
e
w
 
i
l
l
u
s
t
r
a
t
e
d
 
w
o
r
k
b
o
o
k
s
.

T
a
s
k
-
R
e
l
a
t
e
d

C
o
m
p
e
t
e
n
c
i
e
s

J
I
n
s
t
r
u
c
t
i
o
n
a
l
 
M
a
t
e
r
i
a
l
s

T
i
t
l
e

M
e
d
i
a

B
i
b
.

K
N
O
W
L
E
D
G
E

A
 
2
,
3
,
6
,
7
,
8
,
9

N
U
M
B
E
R
S

B
 
2

A
P
P
L
I
C
A
T
I
O
N

C
 
1
,
3
,
5
,
8

P
H
Y
S
I
C
A
L

D
 
l
a
,
b
,
d

2
a
/
b

O
f
f
i
c
e
 
P
r
a
c
t
i
c
e
 
f
o
r
 
T
y
p
i
s
t
s

1
3

1
3

3
5

3
6

P
r
a
c
t
i
c
a
l
 
O
f
f
i
c
e
 
T
y
p
e
w
r
i
t
i
n
g



S
U
B
C
L
U
S
T
E
R
:

C
o
d
e
.
 
o
w
-
 
0
0
0
4

T
A
S
K
:

G
E
N
E
R
A
L
 
O
F
F
I
C
E
 
C
L
E
R
K
S

T
y
p
e
,
 
c
h
e
c
k
,
 
a
n
d
 
d
i
s
t
r
i
b
u
t
e
 
c
u
s
t
o
m
e
r
 
o
r
d
e
r
s

B
a
s
i
c
 
I
n
f
o
r
m
a
t
i
o
n
 
f
o
r
 
C
o
o
p
e
r
a
t
i
v
e
 
T
e
a
c
h
i
n
g

S
u
g
g
e
s
t
i
o
n
s
.

C
o
n
t
a
c
t
 
M
i
c
h
i
g
a
n
 
S
c
h
o
o
l
 
f
o
r
 
t
h
e

B
l
i
n
d
 
f
o
r
 
b
r
a
i
l
l
e
 
a
n
d
 
l
a
r
g
e
 
p
r
i
n
t

m
a
t
e
r
i
a
l
s
.

S
p
e
a
k
 
d
i
s
t
i
n
c
t
l
y
 
a
n
d
 
s
l
o
w
l
y
,
 
u
s
e

s
i
m
p
l
e
 
s
e
n
t
e
n
c
e
s
,
 
a
n
d
 
l
o
o
k
 
d
i
r
e
c
t
l
y

a
t
 
l
i
p
 
r
e
a
d
i
n
g
 
d
e
a
f
 
s
t
u
d
e
n
t
s
.

G
i
v
e
 
s
t
u
d
e
n
t
s
 
o
p
p
o
r
t
u
n
i
t
y
 
t
o
 
r
e
a
d

m
a
n
y
 
d
i
f
f
e
r
e
n
t
 
h
a
n
d
w
r
i
t
i
n
g
s
.

L
a
n
g
u
a
g
e
 
o
f
 
t
h
e
 
T
a
s
k

Q
u
a
n
t
i
t
a
t
i
v
e
 
C
o
n
c
e
p
t
s

E
x
t
e
n
s
i
o
n

W
e
i
g
h
t
s

O
r
d
e
r
 
n
u
m
b
e
r

I
t
e
m
 
d
e
s
c
r
i
p
t
i
o
n

Q
u
a
n
t
i
t
y
 
s
o
l
d

C
o
s
t

S
h
i
p
p
i
n
g
 
d
a
t
e

U
n
d
e
r
s
t
a
n
d
 
w
e
i
g
h
t
s

S
u
p
p
o
r
t
i
v
e
 
I
n
s
t
r
u
c
t
i
o
n
a
l
 
M
a
t
e
r
i
a
l
s
:



S
U

B
C

LU
S

T
E

R
 :

T
A
S
K
:

C
o
d
e
:
 
O
W
 
-
 
G
0
0
5

G
E
N
E
R
A
L
 
O
F
F
I
C
E
 
C
L
E
R
K
S

T
y
p
e
 
a
n
d
/
o
r
 
p
r
e
p
a
r
e
 
p
u
r
c
h
a
s
i
n
g
 
d
o
c
u
m
e
n
t
s

S
t
u
d
e
n
t
 
N
a
m
e
:

S
h
e
e
t

1
o
f

-
-
-

S
t
u
d
e
n
t

P
r
o
g
r
e
s
s

B
e
h
a
v
i
o
r
a
l
 
T
a
s
k
 
K
n
o
w
l
e
d
g
e
s
/
T
a
s
k
 
S
k
i
l
l
s

I
n
s
t
r
u
c
t
i
o
n
a
l
 
M
e
t
h
o
d
s

1
.
7 w u lli 1:
,
-
.

1 o I
.
.

4-
)

.
F
.
i

1
, w >
.
,
-
-
-
0

o > c 6-
4

W >,
-
-

4
.
) u = 13 0 ct

W e
t
s

>
1 o 41
.- ct u9

G
i
v
e
n
 
t
h
e
 
n
e
c
e
s
s
a
r
y
 
t
o
o
l
s
,
 
m
a
t
e
r
i
a
l
s
,

e
q
u
i
p
m
e
n
t
,
 
a
n
d
 
r
e
q
u
i
s
i
t
e
 
k
n
o
w
l
e
d
g
e
,
 
t
h
e

l
e
a
r
n
e
r
 
w
i
l
l
:

1
.

i
d
e
n
t
i
f
y
 
a
n
d
 
s
i
m
u
l
a
t
e
 
b
a
s
i
c
 
p
r
o
c
e
d
u
r
e
s
/

t
e
c
h
n
i
q
u
e
s
 
f
o
r
 
t
y
p
i
n
g
 
p
u
r
c
h
a
s
e
 
d
o
c
u
-

m
e
n
t
s
:

a
.

r
e
c
e
i
v
e
s
 
w
r
i
t
t
e
n
 
a
n
d
/
o
r
 
o
r
a
l
 
r
e
-

q
u
e
s
t
s
 
f
o
r
 
o
r
d
e
r
s
.

b
.

s
o
r
t
s
 
r
e
q
u
i
s
i
t
i
o
n
s
 
b
y
 
d
e
p
a
r
t
m
e
n
t
.

c
.

c
h
e
c
k
s
 
e
a
c
h
 
f
o
r
 
c
o
m
p
l
e
t
e
n
e
s
s
.

d
.

t
y
p
e
s
 
i
n
f
o
r
m
a
t
i
o
n
 
o
n
 
p
u
r
c
h
a
s
e

o
r
d
e
r
 
f
o
r
m
.

e
.

p
r
o
o
f
r
e
a
d
s
 
a
n
d
 
c
o
r
r
e
c
t
s
 
f
o
r
m
.

f
.

o
b
t
a
i
n
s
 
a
p
p
r
o
v
i
n
g
 
s
i
g
n
a
t
u
r
e
.

g
.

r
e
c
o
r
d
s
 
p
e
r
t
i
n
e
n
t
 
i
n
f
o
r
m
a
t
i
o
n
.

h
.

f
i
l
e
s
 
c
o
p
y
.

i
.

d
e
l
i
v
e
r
s
/
m
a
i
l
s
 
o
r
i
g
i
n
a
l
.

T
e
a
c
h
e
r
 
c
o
n
c
e
n
t
r
a
t
e
s
 
h
i
s
 
e
f
f
o
r
t
 
w
i
t
h
 
s
t
u
d
e
n
t
s
 
h
a
v
i
n
g

d
i
f
f
i
c
u
l
t
y
.

S
t
u
d
e
n
t
s
 
p
e
r
f
o
r
m
 
t
h
e
 
j
o
b
 
t
a
s
k
 
b
y
 
t
y
p
i
n
g
 
p
u
r
c
h
a
s
e
 
o
r
d
e
r
s
 
f
r
o
m

w
r
i
t
t
e
n
 
a
n
d
/
o
r
 
o
r
a
l
 
r
e
q
u
e
s
t
s
 
(
t
e
a
c
h
e
r
-
p
r
e
p
a
r
e
d
)
.

S
t
u
d
e
n
t
s
 
r
e
v
i
e
w
 
i
l
l
u
s
t
r
a
t
e
d
 
w
o
r
k
b
o
o
k
s
.

T
e
a
c
h
e
r
 
e
n
c
o
u
r
a
g
e
s
 
s
m
a
l
l
 
p
e
e
r
 
g
r
o
u
p
 
c
o
o
p
e
r
a
t
i
o
n
 
a
n
d
 
i
n
t
e
r
-

a
c
t
i
o
n
.

T
a
s
k
-
R
e
l
a
t
e
d

C
o
m
p
e
t
e
n
c
i
e
s

I
n
s
t
r
u
c
t
i
o
n
a
l
 
M
a
t
e
r
i
a
l
s

T
i
t
l
e

M
e
d
i
a

B
i
b
.

K
N
O
W
L
E
D
G
E

A
 
2
,
3
,
6
,
7
,
8

N
U
M
B
E
R
S

B
 
2

A
P
P
L
I
C
A
T
I
O
N

C
 
3
,
4
,
5
,
8

P
H
Y
S
I
C
A
L

D
 
l
a
,
b
,
d

2
a

T
y
p
e
w
r
i
t
e
r

T
r
a
n
s
p
a
r
e
n
c
i
e
s
 
I
L
P
/
C
T

A
c
t
u
a
l
 
f
o
r
m
s

O
f
f
i
c
e
 
P
r
a
c
t
i
c
e
 
f
o
r
 
T
y
p
i
s
t
s

1

1
2 1

1
3

1
3

2
3

3
5

3
6

P
r
a
c
t
i
c
a
l
 
O
f
f
i
c
e
 
T
y
p
e
w
r
i
t
i
n
g



SU
B

C
L

U
ST

E
R

C
o
d
e
:
 
O
B
O
 
-
 
G
0
0
5

T
A
S
K
:

G
E
N
E
R
A
L
 
O
F
F
I
C
E
 
C
L
E
R
K
S

T
y
p
e
 
a
n
d
/
o
r
 
p
r
e
p
a
r
e
 
p
u
r
c
h
a
s
i
n
g
 
d
o
c
u
m
e
n
t
s

-
-
-

B
a
s
i
c
 
I
n
f
o
r
m
a
t
i
o
n
 
f
o
r
 
C
o
o
p
e
r
a
t
i
v
e
 
T
e
a
c
h
i
n
g

S
u
g
g
e
s
t
i
o
n
s
:

4
G
i
v
e
 
s
t
u
d
e
n
t
s
 
o
p
p
o
r
t
u
n
i
t
y
 
t
o

r
e
a
d

m
a
n
y
 
d
i
f
f
e
r
e
n
t
 
h
a
n
d
w
r
i
t
i
n
g
s
.

A
s
s
i
s
t
 
s
t
u
d
e
n
t
s
 
i
n
 
i
m
p
r
o
v
i
n
g

j
u
d
g
-

m
e
n
t
 
a
n
d
 
d
e
c
i
s
i
o
n
-
m
a
k
i
n
g

s
k
i
l
l
s
.

L
a
n
g
u
a
g
e
 
o
f
 
t
h
e
 
T
a
s
k

Q
u
a
n
t
i
t
a
t
i
v
e
 
C
o
n
c
e
p
t
s

P
u
r
c
h
a
s
e
 
r
e
q
u
i
s
i
t
i
o
n

E
x
t
e
n
s
i
o
n
s

M
e
r
c
h
a
n
d
i
s
e

M
e
r
c
h
a
n
d
i
s
e

r
e
c
e
i
v
e
d

C
o
n
s
e
c
u
t
i
v
e
l
y

R
e
c
o
r
d
 
e
r
r
o
r

B
u
y
e
r
'
s
 
m
e
m
o
r
a
n
d
u
m

D
i
s
c
o
u
n
t

P
u
r
c
h
a
s
e
 
o
r
d
e
r

O
r
i
g
i
n
a
l
 
c
o
p
y

S
t
o
c
k
 
c
l
e
r
k

S
h
i
p
p
i
n
g
 
d
a
t
e

S
u
p
p
l
i
e
r

P
u
r
c
h
a
s
i
n
g
 
a
g
e
n
t

Q
u
a
n
t
i
t
i
e
s

W
h
o
l
e
s
a
l
e
r

B
u
y
e
r

P
u
r
c
h
a
s
e
 
i
n
v
o
i
c
e

V
e
r
i
f
y

K
n
o
w
 
t
h
e
 
v
a
l
u
e
 
o
f
 
c
o
n
s
e
c
u
t
i
v
e
 
r
e
c
o
r
d
i
n
g
.

C
o
p
y
 
a
n
d
 
r
e
c
o
r
d
 
a
c
c
u
r
a
t
e
l
y
 
i
n
 
u
s
e
 
o
f

a
d
d
i
n
g
 
m
a
c
h
i
n
e
s
 
a
n
d
/
o
r
 
c
a
l
c
u
l
a
t
o
r
s
.

S
u
p
p
o
r
t
i
v
e
 
I
n
s
t
r
u
c
t
i
o
n
a
l
 
M
a
t
e
r
i
a
l
s
:



S
U

B
C

LU
S

T
E

R
:

G
E
N
E
R
A
L
 
O
F
F
I
C
E
 
C
L
E
R
K
S

T
A
S
K
:

T
y
p
e
 
a
n
d
 
p
r
e
p
a
r
e
 
s
t
e
n
c
i
l
s
 
a
n
d
 
m
a
s
t
e
r
s

C
o
d
e
:
 
O
B
O
 
-
 
G
0
0
6

S
t
u
d
e
n
t
 
N
a
m
e
:

S
h
e
e
t

1
o
f

1

S
t
u
d
e
n
t

P
r
o
g
r
e
s
s

B
e
h
a
v
i
o
r
a
l
 
T
a
s
k
 
K
n
o
w
l
e
d
g
e
s
/
T
a
s
k
 
S
k
i
l
l
s

I
n
s
t
r
u
c
t
i
o
n
a
l
 
M
e
t
h
o
d
s

1
:
, w

17 w
W >
w r-

G
i
v
e
n
 
t
h
e
 
n
e
c
e
s
s
a
r
y
 
t
o
o
l
s
,
 
m
a
t
e
r
i
a
l
s
,

S
t
u
d
e
n
t
s
 
t
y
p
e
 
a
n
d
 
p
r
e
p
a
r
e
 
s
t
e
n
c
i
l
s
 
a
n
d
 
m
a
s
t
e
r
s
 
f
o
r
 
o
t
h
e
r

(
-
>

>
.
,
-
J
D

e
q
u
i
p
m
e
n
t
,
 
a
n
d
 
r
e
q
u
i
s
i
t
e
 
k
n
o
w
l
e
d
g
e
,
 
t
h
e

i
n
s
t
r
u
c
t
o
r
s
 
i
n
 
t
h
e
 
s
c
h
o
o
l
.

0 t,
r 0

4-
3 0

t
o >
1
l
e
a
r
n
e
r
 
w
i
l
l
:

S-
- 

.4
..)

C -"0 0
r- fa

S
t
u
d
e
n
t
s
 
p
e
r
f
o
r
m
 
t
h
e
 
j
o
b
 
t
a
s
k
 
b
y
 
t
y
p
i
n
g
 
m
a
s
t
e
r
s
 
a
n
d
 
s
t
e
n
c
i
l
s

9
1

t
E
j

I
.

i
d
e
n
t
i
f
y
 
t
h
e
 
d
i
f
f
e
r
e
n
t
 
t
y
p
e
s
 
o
f
 
s
t
e
n
-

c
i
l
s
 
a
n
d
 
m
a
s
t
e
r
s
 
c
o
m
m
o
n
l
y
 
p
r
e
p
a
r
e
d

f
r
o
m
 
h
a
n
d
w
r
i
t
t
e
n
 
a
n
d
/
o
r
 
t
y
p
e
w
r
i
t
t
e
n
 
c
o
p
y
.

o
n
 
a
 
t
y
p
e
w
r
i
t
e
r
.

P
a
r
a
-
p
r
o
f
e
s
s
i
o
n
a
l
s
 
p
r
o
v
i
d
e
 
s
u
s
t
a
i
n
e
d
 
i
n
v
o
l
v
e
m
e
n
t
 
w
i
t
h
 
s
t
u
d
e
n
t
s

h
a
v
i
n
g
 
d
i
f
f
i
c
u
l
t
y
 
w
i
t
h
 
t
h
i
s
 
t
a
s
k
.

2
.

d
e
m
o
n
s
t
r
a
t
e
 
t
h
e
 
f
o
l
l
o
w
i
n
g
 
?
r
o
c
e
d
u
r
e
s

i
n
 
t
y
p
i
n
g
 
a
n
d
 
p
r
e
p
a
r
i
n
g
 
s
p
e
c
i
f
i
c
 
t
y
p
e
s

o
f
 
s
t
e
n
c
i
l
s
 
a
n
d
 
m
a
s
t
e
r
s
:

a
.

r
u
l
i
n
g
 
l
i
n
e
s
 
o
n
 
s
t
e
n
c
i
l
s
.

b
,

s
e
l
e
c
t
i
n
g
 
a
p
p
r
o
p
r
i
a
t
e
 
t
y
p
e
w
r
i
t
e
r
.

c
.

s
e
l
e
c
t
i
n
g
 
a
p
p
r
o
p
r
i
a
t
e
 
t
y
p
e
 
s
t
e
n
c
i
l

i
n
d
i
c
a
t
o
r
.

d
.

u
s
e
 
o
f
 
b
a
c
k
i
n
g
 
s
h
e
e
t
s
.

e
.

p
o
s
i
t
i
o
n
i
n
g
/
a
l
i
g
n
i
n
g
 
t
e
c
h
n
i
q
u
e
s
.

f
.

p
r
o
o
f
r
e
a
d
i
n
g
 
s
t
e
n
c
i
l
 
b
e
f
o
r
e
 
r
e
m
o
v
-

i
n
g
 
f
r
o
m
 
t
y
p
e
w
r
i
t
e
r
 
t
o
 
o
b
t
a
i
n
 
a

T
e
a
c
h
e
r
 
e
n
c
o
u
r
a
g
e
s
 
s
m
a
l
l
 
p
e
e
r
 
g
r
o
u
p
 
c
o
o
p
e
r
a
t
i
o
n
 
a
n
d
 
i
n
t
e
r
-

a
c
t
i
o
n
.

T
a
s
k
-
R
e
l
a
t
e
d

I
n
s
t
r
u
c
t
i
o
n
a
l
 
M
a
t
e
r
i
a
l
s

m
a
i
l
a
b
l
e
 
c
o
p
y
.

g
.

m
a
k
e
 
c
o
r
r
e
c
t
i
o
n
s

C
o
m
p
e
t
e
n
c
i
e
s

T
i
t
l
e

M
e
d
i
a

B
i
b
.

K
N
O
W
L
E
D
G
E

T
y
p
e
w
r
i
t
e
r

1

T
r
a
n
s
p
a
r
e
n
c
i
e
s
 
f
r
o
m
 
I
L
P
/
C
T

1
2

2
3

A
 
2
,
3
,
7
,
9

L
e
s
s
o
n
 
5
8
-
6
2

N
U
M
B
E
R
S

"
M
i
m
e
o
g
r
a
p
h
 
T
e
c
h
n
i
q
u
e
s
"

8
3
1

"
T
h
e
 
S
t
e
n
c
i
l
"

1
0

4
3

B
 
2
,
 
4
a
,
c

"
D
u
p
l
i
c
a
t
i
o
n
 
b
y
 
S
p
i
r
i
t
 
M
e
t
h
o
d
"

8
1
2

A
P
P
L
I
C
A
T
I
O
N

"
F
u
n
d
a
m
e
n
t
a
l
s
 
o
f
 
M
i
m
e
o
g
r
a
p
h
i
n
g
"

O
f
f
i
c
e
 
P
r
a
c
t
i
c
e
 
f
o
r
 
T
y
p
i
s
t
s

1
4

1
3

8

3
5

C
 
2
,
5
,
6
,
8

(
r
o
u
g
h
 
D
r
a
f
t
 
m
a
t
e
r
i
a
l
)

P
r
a
c
t
i
c
a
l
 
O
f
f
i
c
e
 
T
y
p
e
w
r
i
t
i
n
g

1
3

3
6

P
H
Y
S
I
C
A
L

D
 
l
a
,
b
,
c
,
d

2
b
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N
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A
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O
F
F
I
C
E
 
C
L
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T
y
p
e
 
a
n
d
 
p
r
e
p
a
r
e
 
s
t
e
n
c
i
l
s
 
a
n
d
 
m
a
s
t
e
r
s

B
a
s
i
c
 
I
n
f
o
r
m
a
t
i
o
n
 
f
o
r
 
C
o
o
p
e
r
a
t
i
v
e
 
T
e
a
c
h
i
n
g

L
a
n
g
u
a
g
e
 
o
f
 
t
h
e
 
T
a
s
k

Q
u
a
n
t
i
t
a
t
i
v
e
 
C
o
n
c
e
p
t
s

S
t
e
n
c
i
l
 
d
u
p
l
i
c
a
t
i
o
n

S
t
e
n
c
i
l

p
r
o
t
e
c
t
i
v
e
 
s
h
e
e
t

t
o
p
 
e
d
g
e
 
p
a
p
e
r
 
g
u
i
d
e

c
u
s
h
i
o
n
 
s
h
e
e
t

c
o
r
r
e
c
t
i
o
n
 
f
l
u
i
d

I
n
k

C
o
3
y
 
p
a
p
e
r

S
t
e
n
c
i
l
 
d
u
p
l
i
c
a
t
o
r

c
y
l
i
n
d
e
r

i
m
p
r
e
s
s
i
o
n
 
r
o
l
l
e
r

c
l
a
m
p

o
n
/
o
f
f
 
s
w
i
t
c
h

F
l
u
i
d
 
d
u
p
l
i
c
a
t
i
o
n

M
a
s
t
e
r

m
a
s
t
e
r
 
s
h
e
e
t

c
a
r
b
o
n
 
s
h
e
e
t

t
i
s
s
u
e
 
s
h
e
e
t

R
a
z
o
r
 
b
l
a
d
e

F
l
u
i
d
 
d
u
p
l
i
c
a
t
o
r

c
o
p
y
 
p
a
p
e
r

f
e
e
d
 
r
o
l
l
e
r

r
e
v
o
l
v
i
n
g
 
d
r
u
m
-
c
l
a
m
p

o
n
/
o
f
f
 
s
w
i
t
c
h

f
l
u
i
d
 
r
e
g
u
l
a
t
o
r

S
p
i
r
i
t
 
m
a
s
t
e
r

O
f
f
s
e
t
 
m
a
s
t
e
r

O
f
f
s
e
t
 
p
r
e
s
s

M
a
c
h
i
n
e
s

i
n
g

P
h
o
t
o
c
o
p
y

M
i
m
e
o

N
u
m
b
e
r
 
o
f
 
c
o
p
i
e
s
 
p
e
r
 
s
t
e
n
c
i
l

N
u
m
b
e
r
 
o
f
 
c
o
p
i
e
s
 
p
e
r
 
m
a
s
t
e
r

S
u
g
g
e
s
t
i
o
n
s
:

K
e
e
p
 
r
e
c
o
r
d
 
o
f
 
s
t
u
d
e
n
t
 
e
x
p
e
r
i
e
n
c
e

t
o
 
b
e
 
s
u
r
e
 
t
h
a
t
 
n
o
t
 
a
l
l

t
h
e
 
w
p
r
k

i
s
 
d
o
n
e
 
b
y
 
a
 
f
e
w
 
s
t
u
d
e
n
t
s
.

S
u
p
p
o
r
t
i
v
e
 
I
n
s
t
r
u
c
t
i
o
n
a
l
 
M
a
t
e
r
i
a
l
s
:

P
i
c
t
o
r
i
a
l
 
d
r
a
w
i
n
g
s
 
o
r
 
p
h
o
t
o
g
r
a
p
h

E
x
a
m
p
l
e
s
 
o
f
 
m
a
s
t
e
r
s
 
a
n
d
 
d
u
p
l
i
c
a
t
e
 
c
o
p
i
e
s

I
n
s
t
r
u
c
t
i
o
n
s
 
w
i
t
h
 
m
a
c
h
i
n
e
s
 
o
r
 
w
i
t
h
 
p
a
p
e
r

s
u
p
p
l
i
e
r
s
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G
E
N
E
R
A
L
 
O
F
F
I
C
E
 
C
L
E
R
K
S

T
y
p
e
 
m
a
n
u
s
c
r
i
p
t
s
 
a
n
d
 
r
e
p
o
r
t
s

S
t
u
d
e
n
t
 
N
a
m
e
:

S
h
e
e
t

1
o
f

2

S
t
u
d
e
n
t

P
r
o
g
r
e
s
s

B
e
h
a
v
i
o
r
a
l
 
T
a
s
k
 
K
n
o
w
l
e
d
g
 
e
s
/
T
a
s
k
 
S
k
i
l
l
s

I
n
s
t
r
u
c
t
i
o
n
a
l
 
M
e
t
h
o
d
s

1:
1
Q
) u = 13 0 S.
.

4
-
) C

ID w > I- 0 > C
.
.
-
1

W >
,
-
-

"
-
J
o

4) 0 = "1
:3 0 C
t

w (0 0 .- 0. E
J

G
i
v
e
n
 
t
h
e
 
n
e
c
e
s
s
a
r
y
 
t
o
o
l
s
,
 
m
a
t
e
r
i
a
l
s
,

e
q
u
i
p
m
e
n
t
,
 
a
n
d
 
r
e
q
u
i
s
i
t
e
 
k
n
o
w
l
e
d
g
e
,
 
t
h
e

l
e
a
r
n
e
r
 
w
i
l
l
:

1
.

i
d
e
n
t
i
f
y
 
d
i
f
f
e
r
e
n
t
 
t
y
p
e
s
 
o
f
 
o
f
f
i
c
e

m
a
n
u
s
c
r
i
p
t
s
 
a
n
d
 
r
e
p
o
r
t
s
:

a
.

a
r
t
i
c
l
e
s

c
.

g
e
n
e
r
a
l
 
r
e
l
e
a
s
e
s

b
.

s
h
o
r
t
 
r
e
p
o
r
t
s

d
.

d
a
t
a
 
s
h
e
e
t
s

2
.

i
d
e
n
t
i
f
y
 
t
h
e
 
a
c
c
e
p
t
e
d
 
m
a
r
g
i
n
 
s
i
z
e
s
 
f
o
r

s
p
e
c
i
f
i
c
 
m
a
n
u
s
c
r
i
p
t
s
/
r
e
p
o
r
t
s
.

3
.

c
e
n
t
e
r
 
a
n
d
 
a
l
i
g
n
 
m
a
n
u
s
c
r
i
p
t
s
/
r
e
p
o
r
t
s

h
o
r
i
z
o
n
t
a
l
l
y
 
a
n
d
 
v
e
r
t
i
c
a
l
l
y
.

4
.

i
d
e
n
t
i
f
y
 
a
n
d
 
d
e
s
c
r
i
b
e
 
t
h
e
 
a
p
p
r
o
p
r
i
a
t
e

f
o
r
m
a
t
 
f
o
r
 
a
r
t
i
c
l
e
 
m
a
n
u
s
c
r
i
p
t
s
,
 
d
a
t
a

s
h
e
e
t
s
,
 
g
e
n
e
r
a
l
 
r
e
l
e
a
s
e
s
,
 
a
n
d
 
s
h
o
r
t

r
e
p
o
r
t
s
.

5
.

p
o
s
i
t
i
o
n
 
a
n
d
 
t
y
p
e
 
t
i
t
l
e
s
,
 
s
u
b
t
i
t
l
e
s
,

p
a
r
a
g
r
a
p
h
 
h
e
a
d
i
n
g
s
,
 
a
n
d
 
s
i
d
e
 
h
e
a
d
i
n
g
s

o
n
 
r
e
p
o
r
t
s
/
m
a
n
u
s
c
r
i
p
t
s
.

6
.

a
c
c
u
r
a
t
e
l
y
 
e
n
u
m
e
r
a
t
e
,
 
p
a
r
a
g
r
a
p
h
 
a
n
d

i
n
c
l
u
d
e
 
q
u
o
t
a
t
i
o
n
s
 
i
n
 
r
e
p
o
r
t
s
/
m
a
n
u
-

s
c
r
i
p
t
s
.

7
.

d
e
t
e
r
m
i
n
e
 
a
n
d
 
t
y
p
e
 
p
o
s
i
t
i
o
n
 
o
f
 
f
o
o
t
n
o
t
e
s

a
t
 
b
o
t
t
o
m
 
o
f
 
a
 
p
a
g
e
.

8
.

a
r
r
a
n
g
e
 
a
n
d
 
t
y
p
e
 
s
t
a
n
d
a
r
d
 
t
i
t
l
e
 
p
a
g
e
s
,

t
a
b
l
e
 
o
f
 
c
o
n
t
e
n
t
,
 
a
n
d
 
b
i
b
l
i
o
g
r
a
p
h
i
e
s

f
o
r
 
m
a
n
u
s
c
r
i
p
t
s
/
r
e
p
o
r
t
s
.

T
e
a
c
h
e
r
 
p
r
o
v
i
d
e
s
 
i
n
d
i
v
i
d
u
a
l
i
z
e
d
 
d
e
m
o
n
s
t
r
a
t
i
o
n
 
o
f
 
a
n
d
 
d
i
s
c
u
s

s
e
s
 
p
r
o
c
e
d
u
r
e
s
 
f
o
r
 
t
y
p
i
n
g
 
m
a
n
u
s
c
r
i
p
t
s
 
a
n
d
 
r
e
p
o
r
t
s
.

S
t
u
d
e
n
t
s
 
p
e
r
f
o
r
m
 
t
h
e
 
j
o
b
 
t
a
s
k
 
b
y
 
t
y
p
i
n
g
 
r
e
p
o
r
t
s
/
m
a
n
u
s
c
r
i
p
t
s

(
h
a
n
d
w
r
i
t
t
e
n
 
a
n
d
/
o
r
 
t
y
p
e
w
r
i
t
t
e
n
)
 
a
c
c
o
r
d
i
n
g
 
t
o
 
t
h
e
 
p
r
o
c
e
d
u
r
e
s

a
n
d
 
s
t
y
l
e
s
 
p
r
e
s
e
n
t
e
d
 
i
n
 
c
l
a
s
s
.

S
t
u
d
e
n
t
s
 
r
e
v
i
e
w
 
a
p
p
r
o
p
r
i
a
t
e
 
i
l
l
u
s
t
r
a
t
e
d
 
w
o
r
k
b
o
o
k
s
,
 
t
r
a
n
s
-

p
a
r
e
n
c
i
e
s
,
 
a
n
d
 
s
o
u
n
d
/
s
l
i
d
e
 
p
r
o
g
r
a
m
s
.

T
e
a
c
h
e
r
 
m
a
t
c
h
e
s
 
s
u
c
c
e
s
s
f
u
l
 
s
t
u
d
e
n
t
s
 
w
h
o
 
a
r
e
 
i
n
t
e
r
e
s
t
e
d
 
i
n

h
e
l
p
i
n
g
 
t
h
o
s
e
 
h
a
v
i
n
g
 
d
i
f
f
i
c
u
l
t
y
.

T
a
s
k
-
R
e
l
a
t
e
d

C
o
m
p
e
t
e
n
c
i
e
s

I
n
s
t
r
u
c
t
i
o
n
a
l
 
M
a
t
e
r
i
a
l
s

T
i
t
l
e

M
e
d
i
a

B
i
b
.

K
N
O
W
L
E
D
G
E

A
 
3
,
6
,
7

N
U
M
B
E
R
S

8
 
2
,
r
a
,
5
,
6

A
P
P
L
I
C
A
T
I
O
N

C
 
2
,
5
,
8

P
H
Y
S
I
C
A
L

D
 
l
a
,
b
,
c
,
d

2
a

T
e
a
c
h
e
r
-
p
r
e
p
a
r
e
d
 
t
r
a
n
s
p
a
r
e
n
c
i
e
s

R
e
f
e
r
e
n
c
e
 
M
a
n
u
a
l
 
f
o
r
 
S
t
e
n
o
g
r
a
p
h
-

1
2

1
4

1
3

1
3

1
2 5

1
4

1
7

3
5

3
6

1
0
7

7
3

7
0

e
r
s
 
a
n
d
 
T
y
p
i
s
t
s

O
f
f
i
c
e
 
P
r
a
c
t
i
c
e
 
f
o
r
 
T
y
p
i
s
t
s

(
r
o
u
g
h
 
d
r
a
f
t
 
m
a
t
e
r
i
a
l
)

P
r
a
c
t
i
c
a
l
 
O
f
f
i
c
e
 
T
y
p
e
w
r
i
t
i
n
g

"
T
y
p
i
n
g
 
t
h
e
 
M
a
n
u
s
c
r
i
p
t
"

"
D
i
s
p
l
a
y
 
T
y
p
i
n
g
 
P
r
i
n
c
i
p
l
e
s
 
a
n
d

P
a
t
t
e
r
n
 
a
n
d
 
M
a
n
u
s
c
r
i
p
t
"

"
A
 
S
e
c
r
e
t
a
r
y
'
s
 
D
a
y
 
a
t
 
L
e
n
o
x
,

I
n
c
.
"



S
U
B
C
L
U
S
T
E
R
:

G
E
N
E
R
A
L
 
O
F
F
I
C
E
 
C
L
E
R
K
S

C
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L
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m
n
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T
A
S
K
:

T
y
p
e
 
m
a
n
u
s
c
r
i
p
t
s
 
a
n
d
 
r
e
p
o
r
t
s

B
a
s
i
c
 
I
n
f
o
r
m
a
t
i
o
n
 
f
o
r
 
C
o
o
p
e
r
a
t
i
v
e
 
T
e
a
c
h
i
n
g

S
u
g
g
e
s
t
i
o
n
s
:

I
d
e
n
t
i
f
y
 
f
o
o
t
n
o
t
e
s
 
o
n
 
m
a
n
u
s
c
r
i
p
t
s

a
n
d
 
r
e
p
o
r
t
s
.

N
o
t
i
c
e
 
o
t
h
e
r
 
t
e
c
h
n
i
q
u
e
s
 
l
i
k
e

u
n
d
e
r
l
i
n
i
n
g
,
 
e
t
c
.

G
i
v
e
 
s
t
u
d
e
n
t
 
o
p
p
o
r
t
u
n
i
t
y
 
t
o
 
r
e
a
d

m
a
n
y
 
d
i
f
f
e
r
e
n
t
 
h
a
n
d
w
r
i
t
i
n
g
s
.

S
p
e
a
k
 
d
i
s
t
i
n
c
t
l
y
 
a
n
d
 
s
l
o
w
l
y
,
 
u
s
e

s
i
m
p
l
e
 
s
e
n
t
e
n
c
e
s
 
a
n
d
 
l
o
o
k
 
d
i
r
e
c
t
l
y

a
t
 
l
i
p
 
r
e
a
d
i
n
g
 
d
e
a
f
 
s
t
u
d
e
n
t
s
.

L
a
n
g
u
a
g
e
 
o
f
 
t
h
e
 
T
a
s
k

Q
u
a
n
t
i
t
a
t
i
v
e
 
C
o
n
c
e
p
t
s

T
y
p
e
s
 
o
f
 
h
e
a
d
i
n
g
s

s
i
d
e

p
a
r
a
g
r
a
p
h

c
e
n
t
e
r
e
d

C
o
m
p
o
s
i
t
i
o
n

R
e
p
o
r
t

T
r
i
m
 
p
a
p
e
r

M
a
n
u
s
c
r
i
p
t

M
a
g
a
z
i
n
e
 
a
r
t
i
c
l
e

N
e
w
s
 
r
e
l
e
a
s
e

F
o
o
t
n
o
t
e
s

C
o
p
y
 
a
n
d
 
r
e
c
o
r
d
 
a
c
c
u
r
a
t
e
l
y

S
u
p
p
o
r
t
i
v
e
 
I
n
s
t
r
u
c
t
i
o
n
a
l
 
M
a
t
e
r
i
a
l
s
:

M
a
n
u
s
c
r
i
p
t
s
 
a
n
d
 
r
e
p
o
r
t
s
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p
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a
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r
i
p
t
s
 
a
n
d
 
r
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t
s

S
t
u
d
e
n
t
 
N
a
m
e
:

S
h
e
e
t

2
o
f
 
_
a
_
_

S
t
u
d
e
n
t

P
r
o
g
r
e
s
s

B
e
h
a
v
i
o
r
a
l
 
T
a
s
k
 
K
n
o
w
l
e
d
g
e
s
/
T
a
s
k
 
S
k
i
l
l
s

I
n
s
t
r
u
c
t
i
o
n
a
l
 
M
e
t
h
o
d
s

-
c
l w

-
E
) w

a
) >

a
) ,

G
i
v
e
n
 
t
h
e
 
n
e
c
e
s
s
a
r
y
 
t
o
o
l
s
,
 
m
a
t
e
r
i
a
l
s
,

(
.
1 =

>
,
-
-
-
-
0

.
4
-
)
m

e
q
u
i
p
m
e
n
t
,
 
a
n
d
 
r
e
q
u
i
s
i
t
e
 
k
n
o
w
l
e
d
g
e
,
 
t
h
e

-
0 o
0 >

U m
>
1 0
l
e
a
r
n
e
r
 
w
i
l
l
:

S.
-

C
13

.-
4-

,
P-

I
0

fa
4

1
,
5

9
.

t
y
p
e
 
m
a
n
u
s
c
r
i
p
t
s
/
r
e
p
o
r
t
s
 
f
o
r
 
a
r
t
i
c
l
e
s
,

g
e
n
e
r
a
l
 
r
e
l
e
a
s
e
s
,
 
s
h
o
r
t
 
r
e
p
o
r
t
s
:

a
.

i
f
 
d
e
s
i
r
e
d
 
b
y
 
i
n
s
t
r
u
c
t
o
r
,
 
t
y
p
e

l
e
g
i
b
l
e
 
c
a
r
b
o
n
 
c
o
p
i
e
s
 
f
o
r
 
t
h
e
 
a
b
o
v
e

i
t
e
m
s
.

1
0
.

i
d
e
n
t
i
f
y
 
t
h
e
 
i
n
f
o
r
m
a
t
i
o
n
 
c
o
m
m
o
n
l
y

i
n
c
l
u
d
e
d
 
i
n
 
a
 
d
a
t
a
 
s
h
e
e
t
 
a
n
d
 
t
y
p
e
 
o
n
e
.

T
a
s
k
-
R
e
l
a
t
e
d

I
n
s
t
r
u
c
t
i
o
n
a
l
 
M
a
t
e
r
i
a
l
s

C
o
m
p
e
t
e
n
c
i
e
s

T
i
t
l
e

M
e
d
i
a

B
i
b
.

K
N
O
W
L
E
D
G
E

N
U
M
B
E
R
S

A
P
P
L
I
C
A
T
I
O
N

P
H
Y
S
I
C
A
L
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A
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a
s
i
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I
n
f
o
r
m
a
t
i
o
n
 
f
o
r
 
C
o
o
p
e
r
a
t
i
v
e
 
T
e
a
c
h
i
n
g

L
a
n
g
u
a
g
e
 
o
f
 
t
h
e
 
T
a
s
k

Q
u
a
n
t
i
t
a
t
i
v
e
 
C
o
n
c
e
p
t
s

S
u
g
g
e
s
t
i
o
n
s
:

S
u
p
p
o
r
t
i
v
e
 
I
n
s
t
r
u
c
t
i
o
n
a
l
 
M
a
t
e
r
i
a
l
s
:



S
U

B
C
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S

T
E

R
:

G
E
N
E
R
A
L
 
O
F
F
I
C
E
 
C
L
E
R
K
S

T
A
S
K
:

P
r
o
o
f
r
e
a
d
 
p
r
e
p
a
r
e
d
 
m
a
t
e
r
i
a
l
s

C
od

e:
O
B
O
-

0
0
0
8

S
t
u
d
e
n
t
 
N
a
m
e
:

S
h
e
e
t

1
o
f

1

S
t
u
d
e
n
t

P
r
o
g
r
e
s
s

B
e
h
a
v
i
o
r
a
l
 
T
a
s
k
 
K
n
o
w
l
e
d
g
e
s
/
T
a
s
k
 
S
k
i
l
l
s

I
n
s
t
r
u
c
t
i
o
n
a
l
 
M
e
t
h
o
d
s

7
3 w

7
3 w
W >
.
-W

G
i
v
e
n
 
t
h
e
 
n
e
c
e
s
s
a
r
y
 
t
o
o
l
s
,
 
m
a
t
e
r
i
a
l
s
,

S
t
u
d
e
n
t
s
 
r
e
v
i
e
w
 
i
l
l
u
s
t
r
a
t
e
d
 
t
r
a
n
s
p
a
r
e
n
c
i
e
s
 
a
n
d
 
w
o
r
k
b
o
o
k
s
.

U =
>
,
-
-
0

1-
-

-I
-

R
I
e
q
u
i
p
m
e
n
t
,
 
a
n
d
 
r
e
q
u
i
s
i
t
e
 
k
n
o
w
l
e
d
g
e
,
 
t
h
e

7
3 o
0 >

0 m
o-1

l
e
a
r
n
e
r
 
w
i
l
l
 
:

T
e
a
c
h
e
r
 
a
n
d
 
s
t
u
d
e
n
t
s
 
d
i
s
c
u
s
s
 
i
m
p
o
r
t
a
n
c
e
 
o
f
 
a
c
c
u
r
a
t
e
 
p
r
o
o
f
-

.
.
c

ID
f

r
e
a
d
i
n
g
.

4j 4
"

C
D k

C
II 5.

1
.

i
d
e
n
t
i
f
y
 
a
n
d
 
d
e
s
c
r
i
b
e
 
t
h
e
 
m
e
a
n
i
n
g
 
o
f

c
o
m
m
o
n
 
p
r
o
o
f
r
e
a
d
e
r
'
s
 
m
a
r
k
s
.

S
t
u
d
e
n
t
s
 
p
e
r
f
o
r
m
 
t
h
e
 
j
o
b
 
t
a
s
k
 
b
y
 
t
y
p
i
n
g
 
a
 
f
i
n
a
l
 
c
o
p
y
 
f
r
o
m

r
o
u
g
h
 
d
r
a
f
t
 
m
a
t
e
r
i
a
l
 
t
h
a
t
 
c
o
n
t
a
i
n
s
 
p
r
o
o
f
r
e
a
d
e
r
'
s
 
m
a
r
k
s
.

2
.

r
e
c
e
i
v
e
 
a
 
r
o
u
g
h
 
d
r
a
f
t
 
w
i
t
h
 
p
r
o
o
f
-

r
e
a
d
e
r
'
s
 
m
a
r
k
s
 
a
n
d
 
t
y
p
e
 
a
 
f
i
n
a
l
 
c
o
p
y
.

T
e
a
c
h
e
r
 
c
o
n
c
e
n
t
r
a
t
e
s
 
h
i
s
 
e
f
f
o
r
t
 
w
i
t
h
 
s
t
u
d
e
n
t
s
 
h
a
v
i
n
g
 
d
i
f
f
i
-

c
u
l
t
y
.

3
.

p
r
o
o
f
r
e
a
d
 
m
a
n
u
s
c
r
i
p
t
s
,
 
r
e
p
o
r
t
s
,
 
a
n
d

o
t
h
e
r
 
p
r
e
p
a
r
e
d
 
m
a
t
e
r
i
a
l
s
 
f
o
r
:

a
.

s
p
e
l
l
i
n
g

b
.

c
a
p
i
t
a
l
i
z
a
t
i
o
n

c
.

t
y
p
o
g
r
a
p
h
i
c
a
l
 
e
r
r
o
r
s

d
.

p
a
r
a
g
r
a
p
h
i
n
g

e
.

a
c
c
u
r
a
c
y
 
o
f
 
d
a
t
e
s

f
.

c
o
m
p
l
e
t
e
 
s
e
n
t
e
n
c
e
s

g
.

c
o
r
r
e
c
t
 
p
u
n
c
t
u
a
t
i
o
n

T
a
s
k
-
R
e
l
a
t
e
d

I
n
s
t
r
u
c
t
i
o
n
a
l
 
M
a
t
e
r
i
a
l
s

h
.

v
e
r
b
/
s
u
b
j
e
c
t
 
a
g
r
e
e
m
e
n
t

i
.

a
g
r
e
e
m
e
n
t
 
o
f
 
a
d
d
r
e
s
s
e
s
 
a
n
d
 
o
t
h
e
r

i
n
f
o
r
m
a
t
i
o
n
 
o
n
 
p
a
p
e
r
 
s
u
r
f
a
c
e
s
 
o
f

C
o
m
p
e
t
e
n
c
i
e
s

T
i
t
l
e

M
e
d
i
a

B
i
b
.

K
N
O
W
L
E
D
G
E

t
h
e
 
r
e
p
o
r
t
,
 
l
e
t
t
e
r
,
 
e
t
c
.

T
r
a
n
s
p
a
r
e
n
c
i
e
s
 
I
L
P
/
C
T
,
 
L
e
s
s
o
n
s

1
2

2
3

J
.

o
m
m
i
t
e
d
 
w
o
r
d
s
/
p
h
r
a
s
e
s

A
 
3

2
1
,
 
1
0
0
-
1
0
5

k
.

v
e
r
i
f
y
 
f
i
g
u
r
e
s
.

N
U
M
B
E
R
S

R
o
u
g
h
 
d
r
a
f
t
 
m
a
t
e
r
i
a
l
 
f
r
o
m
 
I
L
P
/
C
T

1
3
,
1
4

2
3

L
e
s
s
o
n
s
 
2
1
,
 
1
0
0
-
1
0
5

B
 
2

O
f
f
i
c
e
 
P
r
a
c
t
i
c
e
 
f
o
r
 
T
y
p
i
s
t
s

1
3

3
5

A
P
P
L
I
C
A
T
I
O
N

P
r
a
c
t
i
c
a
l
 
O
f
f
i
c
e
 
T
y
p
e
w
r
i
t
i
n
g

1
3

3
6

G
r
e
g
g
 
T
y
p
i
n
g
 
B
o
o
k
s
,
 
I
 
&
 
I
I

1
4

1
2
5

C
 
6
,
8

"
S
c
h
e
a
f
f
e
r
 
T
e
a
c
h
i
n
g
 
A
i
d
s
"

1
4

7
2

P
H
Y
S
I
C
A
L

D
 
l
a
,
 
2
a

-
-
-
-



S
U

B
C

LU
S

T
E

R
G
E
N
E
R
A
L
.
 
O
F
F
I
C
E
 
C
L
E
R
K
S

C
o
d
e
:
 
O
B
O
 
-
 
G
O
O
B

T
A
S
K
:

P
r
o
o
f
r
e
a
d
 
p
r
e
p
a
r
e
d
 
m
a
t
e
r
i
a
l
s

B
a
s
i
c
 
I
n
f
o
r
m
a
t
i
o
n
 
f
o
r
 
C
o
o
p
e
r
a
t
i
v
e
 
T
e
a
c
h
i
n
g

S
u
g
g
e
s
t
i
o
n
s
:

P
r
o
o
f
r
e
a
d
i
n
g
 
i
s
 
e
x
t
r
e
m
e
l
y
 
d
i
f
f
i
c
u
l
t

f
o
r
 
t
h
e
 
d
e
a
f
 
b
e
c
a
u
s
e
 
o
f
 
t
h
e
i
r
 
p
o
o
r

l
a
n
g
u
a
g
e
 
s
t
r
u
c
t
u
r
e
.

I
n
i
t
i
a
l
l
y
,
 
i
t

i
s
 
v
e
r
y
 
d
i
f
f
i
c
u
l
t
 
t
o
 
g
e
t
 
t
h
e
m
 
t
o

p
r
o
o
f
r
e
a
d
 
a
n
d
 
d
o
 
a
 
g
o
o
d
 
j
o
b
 
o
f
 
i
t
.

H
a
v
i
n
g
 
b
e
e
n
 
a
b
l
e
 
t
o
 
"
g
e
t
 
a
w
a
y
"
 
w
i
t
h

s
m
a
l
l
 
m
i
s
t
a
k
e
s
 
i
n
 
l
a
n
g
u
a
g
e
 
a
n
d

o
t
h
e
r
 
a
r
e
a
s
 
b
e
f
o
r
e
,
 
t
h
e
y
 
c
o
m
e
 
i
n
t
o

c
l
a
s
s
 
w
i
t
h
 
t
h
e
 
s
a
m
e
 
a
t
t
i
t
u
d
e

l
i
t
t
l
e
 
m
i
s
t
a
k
e
s
 
d
o
n
'
t
 
c
o
u
n
t
.

I
t

u
s
u
a
l
l
y
 
t
a
k
e
s
 
a
b
o
u
t
 
o
n
e
 
q
u
a
r
t
e
r
 
t
o

d
e
v
e
l
o
p
 
g
o
o
d
 
p
r
o
o
f
r
e
a
d
i
n
g
 
a
b
i
l
i
t
i
e
s
.

B
a
s
i
c
 
s
e
n
t
e
n
c
e
 
s
t
r
u
c
t
u
r
e
 
a
n
d
 
p
u
n
c
-

t
u
a
t
i
o
n
 
s
k
i
l
l
s
 
a
r
e
 
i
m
p
o
r
t
a
n
t
.

P
r
o
v
i
d
e
 
o
p
p
o
r
t
u
n
i
t
i
e
s
 
f
o
r
 
d
i
c
t
i
o
n
-

a
r
y
 
w
o
r
k
 
t
o
 
c
h
e
c
k
 
c
o
r
r
e
c
t
 
s
p
e
l
l
i
n
g
.

D
e
m
o
n
s
t
r
a
t
i
o
n
 
o
f
 
c
o
r
r
e
c
t
 
a
n
d
 
i
n
c
o
r
-

r
e
c
t
 
p
r
o
c
e
d
u
r
e
s
 
t
o
 
h
i
g
h
l
i
g
h
t
 
t
h
e

i
m
p
o
r
t
a
n
c
e
 
o
f
 
c
o
r
r
e
c
t
n
e
s
s
.

L
a
n
g
u
a
g
e
 
o
f
 
t
h
e
 
T
a
s
k

Q
u
a
n
t
i
t
a
t
i
v
e
 
C
o
n
c
e
p
t
s

S
u
p
p
o
r
t
i
v
e
 
I
n
s
t
r
u
c
t
i
o
n
a
l
 
M
a
t
e
r
i
a
l
s
:



S
U
B
C
L
U
S
T
E
R
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T
A
S
K
:

C
o
d
e
:
 
O
B
O

G
0
0
9

G
E
N
E
R
A
L
 
O
F
F
I
C
E
 
C
L
E
R
K
S

C
o
m
p
u
t
e
 
s
a
l
e
s
 
a
n
d
 
b
i
l
l
i
n
g
s
 
f
o
r
 
a
c
c
o
u
n
t
s
 
r
e
c
e
i
v
a
b
l
e

S
t
u
d
e
n
t
 
N
a
m
e
:

S
h
e
e
t

1
o
f

1

S
t
u
d
e
n
t

P
r
o
g
r
e
s
s

B
e
h
a
v
i
o
r
a
l
 
T
a
s
k
 
K
n
o
w
l
e
d
g
e
s
/
T
a
s
k
 
S
k
i
l
l
s

I
n
s
t
r
u
c
t
i
o
n
a
l
 
M
e
t
h
o
d
s

-
0 w u 0 10 o S.
-

4.
) C

1
0
-
4

r
D w > .-
- 0 > C -

w >
,

'
'
'
'

4.
4 = '0 0 S
.
.

C
t
.

w -
0 (1
3

C
5 r- E

L
A
.
1

G
i
v
e
n
 
t
h
e
 
n
e
c
e
s
s
a
r
y
 
t
o
o
l
s
,
 
m
a
t
e
r
i
a
l
s
,

e
q
u
i
p
m
e
n
t
,
 
a
n
d
 
r
e
q
u
i
s
i
t
e
 
k
n
o
w
l
e
d
g
e
,
 
t
h
e

l
e
a
r
n
e
r
 
w
i
l
l
:

1
.

i
d
e
n
t
i
f
y
 
a
n
d
 
s
i
m
u
l
a
t
e
 
b
a
s
i
c
 
p
r
o
c
e
d
u
r
e
s
/

t
e
c
h
n
i
q
u
e
s
 
f
o
r
 
c
o
m
p
u
t
i
n
g
 
s
a
l
e
s
 
a
n
d
 
b
i
l
l
-

i
n
g
s
:

a
.

s
o
r
t
s
 
a
n
d
 
s
t
a
m
p
s
 
t
h
e
 
s
a
l
e
s
 
d
a
t
a

b
e
i
n
g
 
r
e
c
e
i
v
e
d
.

b
.

l
o
c
a
t
e
s
 
c
u
s
t
o
m
e
r
 
f
i
l
e
 
a
n
d
 
c
h
e
c
k
s

f
o
r
 
a
c
c
u
r
a
c
y
.

c
.

c
o
r
r
e
c
t
s
 
a
n
y
 
e
r
r
o
r
s
 
(
i
f
 
a
d
d
i
t
i
o
n
a
l

i
n
f
o
r
m
a
t
i
o
n
 
o
r
 
a
p
p
r
o
v
a
l
 
i
s
 
n
e
e
d
e
d

t
o
 
c
o
r
r
e
c
t
 
e
r
r
o
r
,
 
n
o
t
i
f
y
 
s
u
p
e
r
v
i
s
o
r
)
.

d
.

c
o
m
p
u
t
e
s
 
a
m
o
u
n
t
s
 
r
e
c
e
i
v
e
d
.

e
.

v
e
r
i
f
i
e
s
 
t
o
t
a
l
s
.

f
.

t
y
p
e
s
 
a
n
d
 
p
r
o
o
f
r
e
a
d
s
 
b
i
l
l
s
/
r
e
p
o
r
t
s
.

g
.

r
e
c
o
r
d
s
 
s
a
l
e
s
 
d
a
t
a
.

h
.

d
i
s
s
e
m
i
n
a
t
e
s
 
a
n
d
 
f
i
l
e
s
 
c
o
p
i
e
s

a
s
 
a
p
p
r
o
p
r
i
a
t
e
.

S
t
u
d
e
n
t
s
 
o
r
g
a
n
i
z
e
 
a
 
f
i
e
l
d
 
t
r
i
p
 
t
o
 
l
o
c
a
l
 
d
e
p
a
r
t
m
e
n
t
 
s
t
o
r
e
 
o
r

c
r
e
d
i
t
 
u
n
i
o
n
 
t
o
 
s
e
e
 
t
h
e
i
r
 
a
c
c
o
u
n
t
s
 
r
e
c
e
i
v
a
b
l
e
 
o
p
e
r
a
t
i
o
n
 
a
n
d

b
i
l
l
i
n
g
 
p
r
o
c
e
d
u
r
e
s
.

S
t
u
d
e
n
t
s
 
p
e
r
f
o
r
m
 
t
h
e
 
j
o
b
 
t
a
s
k
 
b
y
 
s
i
m
u
l
a
t
i
n
g
 
t
h
e
 
p
r
o
c
e
d
u
r
e
s

f
o
r
 
h
a
n
d
l
i
n
g
 
a
c
c
o
u
n
t
s
 
r
e
c
e
i
v
a
b
l
e
 
u
s
i
n
g
 
t
e
a
c
h
e
r
 
p
r
e
p
a
r
e
d
 
f
o
r
m
s

a
n
d
 
b
i
l
l
s
.

T
e
a
c
h
e
r
 
m
a
t
c
h
e
s
 
s
u
c
c
e
s
s
f
u
l
 
s
t
u
d
e
n
t
s
 
w
h
o
 
a
r
e
 
i
n
t
e
r
e
s
t
e
d
 
i
n

h
e
l
p
i
n
g
 
t
h
o
s
e
 
h
a
v
i
n
g
 
d
i
f
f
i
c
u
l
t
y
.

T
e
a
c
h
e
r
 
c
o
n
c
e
n
t
r
a
t
e
s
 
h
i
s
 
e
f
f
o
r
t
 
w
i
t
h
 
s
t
u
d
e
n
t
s
 
h
a
v
i
n
g
 
d
i
f
f
i
-

c
u
l
t
y
.

T
a
s
k
-
R
e
l
a
t
e
d

C
o
m
p
e
t
e
n
c
i
e
s

I
n
s
t
r
u
c
t
i
o
n
a
l
 
M
a
t
e
r
i
a
l
s

T
i
t
l
e

M
e
d
i
a

B
i
b
.

K
N
O
W
L
E
D
G
E

A
 
2
,
3
,
5
,
6
,
7
,

8
N
U
M
B
E
R
S

B
 
2
,
3
,
5
,
6

A
P
P
L
I
C
A
T
I
O
N

C
 
3
,
5
,
6
,
8

P
H
Y
S
I
C
A
L

D
 
l
a
,
b

2
a



SU
B

C
L

U
ST

E
R

:
G
E
N
E
R
A
L
 
O
F
F
I
C
E
 
C
L
E
R
S
K

C
o
d
e
:
 
O
B
O

G
0
0
9

T
A
S
K
:

C
o
m
p
u
t
e
 
s
a
l
e
s
 
a
n
d
 
b
i
l
l
i
n
g
s
 
f
o
r
 
a
c
c
o
u
n
t
s
 
r
e
c
e
i
v
a
b
l
e

B
a
s
i
c
 
I
n
f
o
r
m
a
t
i
o
n
 
f
o
r
 
C
o
o
p
e
r
a
t
i
v
e
 
T
e
a
c
h
i
n
g

S
u
g
g
e
s
t
i
o
n
s
:

I
n
f
o
r
m
a
l
l
y
 
e
n
c
o
u
r
a
g
e
 
v
o
l
u
n
t
a
r
y

b
u
d
d
y
 
s
y
s
t
e
m
 
f
o
r
 
a
s
s
i
s
t
i
n
g
 
d
e
a
f

s
t
u
d
e
n
t
s
 
(
i
n
d
i
v
i
d
u
a
l
i
z
e
 
w
i
t
h
o
u
t

c
a
l
l
i
n
g
 
a
t
t
e
n
t
i
o
n
 
t
o
 
i
n
d
i
v
i
:

1
1
)
.

S
t
r
e
s
s
 
t
h
e
 
i
m
p
o
r
t
a
n
c
e
 
o
f
 
a
 
p
e
r
s
o
n
-

a
l
i
t
y
 
t
h
a
t
 
r
e
l
a
t
e
s
 
w
e
l
l
 
w
i
t
h
 
t
h
e

p
u
b
l
i
c
 
a
n
d
 
a
l
s
o
 
a
 
s
t
r
e
n
g
t
h
 
o
f

c
h
a
r
a
c
t
e
r
 
t
h
a
t
 
t
h
e
 
c
u
s
t
o
m
e
r
 
w
i
l
l

r
e
s
p
e
c
t
.

L
a
n
g
u
a
g
e
 
o
f
 
t
h
e
 
T
a
s
k

Q
u
a
n
t
i
t
a
t
i
v
e
 
C
o
n
c
e
p
t
s

R
e
t
a
i
l

W
h
o
l
e
s
a
l
e

T
a
g
g
i
n
g

p
r
i
c
e
 
t
a
g

c
o
d
e

S
a
l
e
s
 
s
l
i
p

T
a
l
l
y
 
s
h
e
e
t

S
u
m
m
a
r
i
e
s

M
e
r
c
h
a
n
d
i
s
e
 
s
o
l
d

C
o
m
p
u
t
e
 
w
e
e
k
l
y

S
a
l
e
s
 
r
e
c
o
r
d

C
o
m
p
u
t
e
 
a
m
o
u
n
t
s
 
r
e
c
e
i
v
e
d
t

M
a
k
e
 
c
h
a
n
g
e
.

*
C
h
e
c
k
 
w
i
t
h
 
O
f
f
i
c
e
 
a
n
d
 
B
u
s
i
n
e
s
s
 
v
o
c
a
-

t
i
o
n
a
l
 
i
n
s
t
r
u
c
t
o
r
 
t
o
 
d
e
t
e
r
m
i
n
e
 
b
a
s
i
c

c
l
e
r
i
c
a
l
 
a
r
i
t
h
m
e
t
i
c
.

S
u
p
p
o
r
t
i
v
e
 
I
n
s
t
r
u
c
t
i
o
n
a
l
 
M
a
t
e
r
i
a
l
s
:

.
.
.
.
.



S
U

B
C

LU
S

T
E

R
:

T
A
S
K
:

C
o
d
e
:
 
O
M
 
-
 
G
0
1
0

G
E
N
E
R
A
L
 
O
F
F
I
C
E
 
C
L
E
R
K
S

C
l
e
a
n
 
a
n
d
 
m
a
i
n
t
a
i
n
 
a
 
t
y
p
e
w
r
i
t
e
r

S
t
u
d
e
n
t
 
N
a
m
e
:

S
h
e
e
t

1
o
f

1

S
t
u
d
e
n
t

P
r
o
g
r
e
s
s

B
e
h
a
v
i
o
r
a
l
 
T
a
s
k
 
K
n
o
w
l
e
d
g
e
s
/
T
a
s
k
 
S
k
i
l
l
s

I
n
s
t
r
u
c
t
i
o
n
a
l
 
M
e
t
h
o
d
s

I

1
7 w

7
7 w
W >
,W

G
i
v
e
n
 
t
h
e
 
n
e
c
e
s
s
a
r
y
 
t
o
o
l
s
,
 
m
a
t
e
r
i
a
l
s
,

S
t
u
d
e
n
t
s
 
p
e
r
f
o
r
m
 
t
h
e
 
j
o
b
 
t
a
s
k
 
b
y
 
c
l
e
a
n
i
n
g
 
t
y
p
e
 
o
r
 
c
h
a
n
g
i
n
g

0=
> r-

4-
,
M

e
q
u
i
p
m
e
n
t
,
 
a
n
d
 
r
e
q
u
i
s
i
t
e
 
k
n
o
w
l
e
d
g
e
,
 
t
h
e

r
i
b
b
o
n
 
w
h
e
n
 
n
e
c
e
s
s
a
r
y
.

7
3 o s
.
.

+
J

0 > c 04

0 = -o 0
> o .
-
- C
L

l
e
a
r
n
e
r
 
w
i
l
l
:

T
e
a
c
h
e
r
 
c
o
n
c
e
n
t
r
a
t
e
s
 
h
i
s
 
e
f
f
o
r
t
 
w
i
t
h
 
s
t
u
d
e
n
t
s
 
h
a
v
i
n
g

4
:

1
L
i
9

1
.

c
h
a
n
g
e
 
c
a
r
b
o
n
 
o
r
 
f
a
b
r
i
c
 
r
i
b
b
o
n
s
 
w
h
e
n

n
e
c
e
s
s
a
r
y
 
c
o
n
t
a
i
n
e
d
 
i
n
 
c
a
r
t
r
i
d
g
e
s
 
o
r

d
i
f
f
i
c
u
l
t
y
.

:
e
e
l
s
 
d
e
p
e
n
d
i
n
g
 
o
n
 
t
y
p
e
w
r
i
t
e
r
 
m
o
d
e
l
.

T
e
a
c
h
e
r
 
m
a
t
c
h
e
s
 
s
u
c
c
e
s
s
f
u
l
 
s
t
u
d
e
n
t
s
 
w
h
o
 
a
r
e
 
i
n
t
e
r
e
s
t
e
d
 
I
n

h
e
l
p
i
n
g
 
t
h
o
s
e
 
h
a
v
i
n
g
 
d
i
f
f
i
c
u
l
t
y
.

2
.

c
l
e
a
n
 
t
y
p
e
 
f
a
c
e
s
 
w
i
t
h
 
a
 
b
r
u
s
h
 
a
n
d

f
l
u
i
d
 
s
o
l
v
e
n
t
 
w
h
e
n
 
n
e
c
e
s
s
a
r
y
.

3
.

d
u
s
t
 
t
h
e
 
m
a
c
h
i
n
e
 
d
a
i
l
y
 
w
i
t
h
 
a
 
s
o
f
t

b
r
u
s
h
 
o
r
 
c
l
o
t
h
.

4
.

c
o
v
e
r
 
t
h
e
 
m
a
c
h
i
n
e
 
d
a
i
l
y
.

T
a
s
k
-
R
e
l
a
t
e
d

I
n
s
t
r
u
c
t
i
o
n
a
l
 
M
a
t
e
r
i
a
l
s

C
o
m
p
e
t
e
n
c
i
e
s

T
i
t
l
e

M
e
d
i
a

B
i
b
.

K
N
O
W
L
E
D
G
E

T
y
p
e
w
r
i
t
e
r

1

A
 
2
,
7

N
U
M
B
E
R
S

B
r
o
c
h
u
r
e
 
f
r
o
m
 
t
y
p
e
w
r
i
t
e
r

c
c
m
p
a
n
y

1
4

A
P
P
L
I
C
A
T
I
O
N

C
 
5
,
8

P
H
Y
S
I
C
A
L

D
 
l
a
,
b
,
r
,
d

2
a



S
U
B
C
L
U
S
T
E
R
:

C
o
d
e
:
 
O
B
O
 
-
 
G
O
l
0

T
A
S
K
:

G
E
N
E
R
A
L
 
O
F
F
I
C
E
 
C
L
E
R
K
S

C
l
e
a
n
 
a
n
d
 
m
a
i
n
t
a
i
n
 
a
 
t
y
p
e
w
r
i
t
e
r

B
a
s
i
c
 
I
n
f
o
r
m
a
t
i
o
n
 
f
o
r
 
C
o
o
p
e
r
a
t
i
v
e
 
T
e
a
c
h
i
n
g

L
a
n
g
u
a
g
e
 
o
f
 
t
h
e
 
T
a
s
k

Q
u
a
n
t
i
t
a
t
i
v
e
 
C
o
n
c
e
p
t
s

R
i
b
b
o
n

W
i
n
d
i
n
g
 
p
a
t
t
e
r
n

S
p
o
o
l
s

S
o
c
k
e
t
s

P
a
p
e
r
 
b
a
i
l
 
r
o
l
l
s

A
l
c
o
h
o
l

T
y
p
e
 
b
a
r
s

P
o
s
t

C
a
r
r
i
a
g
e

C
a
r
t
r
i
d
g
e

R
e
e
l

T
i
m
e
 
s
c
h
e
d
u
l
e
 
f
o
r
 
c
l
e
a
n
i
n
g
 
o
f
 
t
y
p
e
-

w
r
i
t
e
r
.

S
u
g
g
e
s
t
i
o
n
s
:

A
c
q
u
a
i
n
t
 
s
t
u
d
e
n
t
s
 
w
i
t
h
 
t
h
e

m
a
t
e
r
i
a
l
s
 
u
s
e
d
 
w
h
e
n
 
m
a
i
n
t
a
i
n
i
n
g

a
 
t
y
p
e
w
r
i
t
e
r
.

S
u
p
p
o
r
t
i
v
e
 
I
n
s
t
r
u
c
t
i
o
n
a
l
 
M
a
t
e
r
i
a
l
s
:

G
r
e
g
g
 
G
e
n
e
r
a
l
 
T
y
p
i
n
g
 
1
,
 
M
c
G
r
a
w
 
H
i
l
l
 
B
o
o
k
 
C
o
m
p
a
n
y



S
U

B
C

LU
S

T
E

R
:

T
A

S
K

:
C
o
d
e
:
 
0
B
0
-
 
G
0
1
1

G
E
N
E
R
A
L
 
O
F
F
I
C
E
 
C
L
E
R
K
S

A
p
p
l
y
 
b
a
s
i
c
 
E
n
g
l
i
s
h
 
s
k
i
l
l
s

S
t
u
d
e
n
t
 
N
a
m
e
:

S
h
e
e
t

1
o
f

1

S
t
u
d
e
n
t

P
r
o
g
r
e
s
s

B
e
h
a
v
i
o
r
a
l
 
T
a
s
k
 
K
n
o
w
l
e
d
g
e
s
/
T
a
s
k
 
S
k
i
l
l
s

I
n
s
t
r
u
c
t
i
o
n
a
l
 
M
e
t
h
o
d
s

-
D U O '
0 c
) L

. .

4-
) 4

7
7 c
u

,
-
-> 0 > 0-
1

W > +
-
I

t
i M 13 0 c
t

W r- -
0 r0 >
a

C
) r a a

G
i
v
e
n
 
t
h
e
 
n
e
c
e
s
s
a
r
y
 
t
o
o
l
s
,
 
m
a
t
e
r
i
a
l
s
,

e
q
u
i
p
m
e
n
t
,
 
a
n
d
 
r
e
q
u
i
s
i
t
e
 
k
n
o
w
l
e
d
g
e
,
 
t
h
e

l
e
a
r
n
e
r
 
w
i
l
l
:

1
.

d
e
m
o
n
s
t
r
a
t
e
 
t
h
e
 
a
b
i
l
i
t
y
 
t
o
 
a
p
p
l
y
 
t
h
e

r
u
l
e
s
 
o
f
 
b
a
s
i
c
 
E
n
g
l
i
s
h
 
t
o
 
b
u
s
i
n
e
s
s
 
d
o
c
u
-

m
e
n
t
s
,
 
c
o
v
e
r
i
n
g
 
t
h
e
 
f
o
l
l
o
w
i
n
g
:

a
.

p
u
n
c
t
u
a
t
i
o
n

b
.

g
r
a
m
m
a
r

c
.

c
a
p
i
t
a
l
i
z
a
t
i
o
n

d
.

n
u
m
b
e
r
s

e
.

a
b
b
r
e
v
i
a
t
i
o
n
s
.

2
.

u
s
e
 
R
e
f
e
r
e
n
c
e
 
M
a
n
u
a
l
 
f
o
r
 
O
f
f
i
c
e
 
P
e
r
-

S
t
u
d
e
n
t
s
 
w
i
l
l
 
c
o
m
p
l
e
t
e
 
"
B
a
s
i
c
 
E
n
g
l
i
s
h
,
 
I
n
d
i
v
i
d
u
a
l
i
z
e
d

L
e
a
r
n
i
n
g
 
P

a
s
s
i
g
n
m
e
n
t
.

P
r
o
j
e
c
t
"

T
e
a
c
h
e
r
 
o
r
 
p
a
r
a
-
p
r
o
f
e
s
s
i
o
n
a
l
 
d
i
s
c
u
s
s
e
s
 
w
i
t
h
 
e
a
c
h
 
i
n
d
i
v
i
d
'
i
a
l

s
t
u
d
e
n
t
 
t
h
e
 
u
s
e
 
o
f
 
t
h
e
 
R
e
f
e
r
e
n
c
e
 
M
a
n
u
a
l
.

(
T
h
i
s
 
t
a
s
k
 
i
s
 
o
n
e
 
w
h
i
c
h
 
m
u
s
t
 
b
e
 
c
o
n
t
i
n
u
a
l
l
y
 
r
e
i
n
f
o
r
c
e
d
 
a
n
d

w
o
r
k
e
d
 
o
n
 
o
v
e
r
 
a
n
 
e
x
t
e
n
d
e
d
 
p
e
r
i
o
d
 
o
f
 
t
i
m
e
.
)

s
o
n
n
e
l
 
t
o
 
a
p
p
l
y
 
t
h
e
s
e
 
s
k
i
l
l
s
 
c
o
r
r
e
c
t
l
y

t
o
 
a
l
l
 
d
a
i
l
y
 
a
s
s
i
g
n
m
e
n
t
s
 
w
h
e
n
 
u
n
c
e
r
t
a
i
n

o
f
 
b
a
s
i
c
 
E
n
g
l
i
s
h
 
a
p
p
l
i
c
a
t
i
o
L
.

T
a
s
k
-
R
e
l
a
t
e
d

C
o
m
p
e
t
e
n
c
i
e
s

I
n
s
t
r
u
c
t
i
o
n
a
l
 
M
a
t
e
r
i
a
l
s

T
i
t
l
e

M
e
d
i
a

B
i
b
.

K
N
O
W
L
E
D
G
E

A
 
3
,
4
,
9

N
U
M
B
E
R
S

A
P
P
L
I
C
A
T
I
O
N

C
 
5
,
6
,
8

P
H
Y
S
I
C
A
L

"
B
a
s
i
c
 
E
n
g
l
i
s
h
,
 
A
n
 
I
n
d
i
v
i
d
u
a
l
i
z
e
d

L
e
a
r
n
i
n
g
 
P
r
o
j
e
c
t
"

P
u
n
c
t
u
a
t
i
o
n
:
 
A
 
P
r
o
g
r
a
m
m
e
d

2
0

1
4 1
4

1
3

1
3

8
4 8
5

8
6

1
1
0

1
0
8

A
p
p
r
o
a
c
h

R
e
f
e
r
e
n
c
e
 
M
a
n
u
a
l
 
f
o
r
 
O
f
f
i
c
e

P
e
r
s
o
n
n
e
l

C
l
e
r
i
c
a
l
 
a
n
d
 
C
i
v
i
l
 
S
e
r
v
i
c
e

T
r
a
i
n
i
n
g

E
f
f
e
c
t
i
v
e
 
E
n
g
l
i
s
h
 
f
o
r
 
B
u
s
i
n
e
s
s

C
o
m
m
u
n
i
c
a
t
i
o
n



S
U
B
C
L
U
S
T
E
R
:

G
E
N
E
R
A
L
 
O
F
F
I
C
E
 
C
L
E
R
K
S

C
o
d
e
:
 
O
B
Q

G
o
i
l

T
A
S
K
:

A
p
p
l
y
 
b
a
s
i
c
 
E
n
g
l
i
s
h
 
s
k
i
l
l
s

B
a
s
i
c
 
I
n
f
o
r
m
a
t
i
o
n
 
f
o
r
 
C
o
o
p
e
r
a
t
i
v
e
 
T
e
a
c
h
i
n
g

L
a
n
g
u
a
g
e
 
o
f
 
t
h
e
 
T
a
s
k

Q
u
a
n
t
i
t
a
t
i
v
e
 
C
o
n
c
e
p
t
s

P
r
e
f
i
x

S
u
f
f
i
x

H
y
p
h
e
n
a
t
i
o
n

C
o
n
t
r
a
c
t
i
o
n

H
o
m
o
n
y
m

S
y
n
o
n
y
m

S
p
e
l
l
i
n
g
 
r
u
l
e
s

S
y
l
l
a
b
l
e
s

S
u
g
g
e
s
t
i
o
n
s
:

S
e
e
 
t
h
e
 
o
f
f
i
c
e
 
t
e
a
c
h
e
r
 
t
o
 
d
i
s
c
u
s
s

t
h
e
 
e
s
s
e
n
t
i
a
l
 
E
n
g
l
i
s
h
 
s
k
i
l
l
s
 
t
o
 
b
e

r
e
i
n
f
o
r
c
e
d
 
f
o
r
 
s
p
e
c
i
f
i
c
 
s
t
u
d
e
n
t
s
.

S
u
p
p
o
r
t
i
v
e
 
I
n
s
t
r
u
c
t
i
o
n
a
l
-
M
a
t
e
r
i
a
l
s
:
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U
B
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E
R
:

T
A
S
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C
o
d
e
:
 
0
8
0
 
-
 
G
0
1
2

G
E
N
E
R
A
L
 
O
F
F
I
C
E
 
C
L
E
R
K
S

U
s
e
 
t
h
e
 
d
i
c
t
i
o
n
a
r
y

S
t
u
d
e
n
t
 
N
a
m
e
:

S
h
e
e
t

1
o
f

S
t
u
d
e
n
t

P
r
o
g
r
e
s
s

B
e
h
a
v
i
o
r
a
l
 
T
a
s
k
 
K
n
o
w
l
e
d
g
e
s
/
T
a
s
k
 
S
k
i
l
l
s

I
n
s
t
r
u
c
t
i
o
n
a
l
 
M
e
t
h
o
d
s

'0 w
-0 c
p

W >
,
-
-c
i
)

G
i
v
e
n
 
t
h
e
 
n
e
c
e
s
s
a
r
y
 
t
o
o
l
s
,
 
m
a
t
e
r
i
a
l
s
,

:3
> r-

4-
.)
0

e
q
u
i
p
m
e
n
t
,
 
a
n
d
 
r
e
q
u
i
s
i
t
e
 
k
n
o
w
l
e
d
g
e
,
 
t
h
e

S
t
u
d
e
n
t
s
 
p
e
r
f
o
r
m
 
t
h
e
 
j
o
b
 
t
a
s
k
 
b
y
 
i
d
e
n
t
i
f
y
i
n
g
 
e
r
r
o
r
s
 
i
n
 
r
o
u
g
h

-
0 0
0 >

0 =
>
1 0
l
e
a
r
n
e
r
 
w
i
l
l
:

d
r
a
f
t
 
c
o
p
y
 
a
n
d
 
a
p
p
l
y
i
n
g
 
d
i
c
t
i
o
n
a
r
y
 
r
u
l
e
s
 
f
o
r
 
p
r
o
o
f
r
e
a
d
i
n
g

S.
.

G
-0

,-
c
o
r
r
e
c
t
i
o
n
s
.

C
E

1
.

l
o
c
a
t
e
 
w
o
r
d
s
 
i
n
 
t
h
e
 
d
i
c
t
i
o
n
a
r
y
 
t
h
r
o
u
g
h

-4
13

.
L
.
,

t
h
e
 
u
s
e
 
o
f
 
g
u
i
d
e
 
w
o
r
d
s
.

S
t
u
d
e
n
t
s
 
r
e
v
i
e
w
 
f
i
l
m
s
 
a
n
d
 
i
l
l
u
s
t
r
a
t
e
d
 
w
o
r
k
b
o
o
k
 
e
x
e
r
c
i
s
e
s

d
e
s
c
r
i
b
i
n
g
 
h
o
w
 
t
o
 
u
s
e
 
t
h
e
 
d
i
c
t
i
o
n
a
r
y
.

2
.

l
o
c
a
t
e
 
w
o
r
d
s
 
i
n
 
t
h
e
 
d
i
c
t
i
o
n
a
r
y
 
t
h
r
o
u
g
h

t
h
e
 
u
s
e
 
o
f
 
e
n
t
r
y
 
w
o
r
d
s
.

T
e
a
c
h
e
r
 
e
n
c
o
u
r
a
g
e
s
 
s
m
a
l
l
 
p
e
e
r
 
g
r
o
u
p
 
c
o
o
p
e
r
a
t
i
o
n
 
a
n
d

i
n
t
e
r
a
c
t
i
o
n
.

3
.

u
s
e
 
a
 
d
i
c
t
i
o
n
a
r
y
 
t
o
 
d
e
t
e
r
m
i
n
e
 
t
h
e

c
o
r
r
e
c
t
 
p
r
o
n
u
n
c
i
a
t
i
o
n
 
o
f
 
a
 
g
i
v
e
n
 
w
o
r
d
.

4
.

l
o
c
a
t
e
 
a
n
d
 
s
e
l
e
c
t
 
t
h
e
 
a
p
p
r
o
p
r
i
a
t
e

m
e
a
n
i
n
g
 
o
r
 
d
e
f
i
n
i
t
i
o
n
 
o
f
 
w
o
r
d
s
 
i
n

t
h
e
 
d
i
c
t
i
o
n
a
r
y
.

5
.

u
s
e
 
a
 
d
i
c
t
i
o
n
a
r
y
 
t
o
 
d
e
t
e
r
m
i
n
e
 
t
h
e

c
o
r
r
e
c
t
 
s
p
e
l
l
i
n
g
 
o
f
 
a
 
g
i
v
e
n
 
w
o
r
d
.

T
a
s
k
-
R
e
l
a
t
e
d

I
n
s
t
r
u
c
t
i
o
n
a
l
 
M
a
t
e
r
i
a
l
s

6
.

r
e
c
o
g
n
i
z
e
s
 
e
r
r
o
r
s
 
i
n
 
r
o
u
g
h
 
d
r
a
f
t
 
c
o
p
y

a
n
d
 
a
p
p
l
i
e
s
 
d
i
c
t
i
o
n
a
r
y
 
r
u
l
e
s
 
f
o
r
 
p
r
o
o
f
-

r
e
a
d
i
n
g
 
c
o
r
r
e
c
t
i
o
n
s
.

C
o
m
p
e
t
e
n
c
i
e
s

T
i
t
l
e

M
e
d
i
a

B
i
b
.

K
N
O
W
L
E
D
G
E

A
 
3
,
7

"
I
m
p
r
o
v
e
 
Y
o
u
r
 
S
p
e
l
l
i
n
g
"

8
2
2

N
U
M
B
E
R
S

"
L
o
o
k
 
I
t
 
U
p
!
"

8
2
9

R
e
f
e
r
e
n
c
e
 
I
L
P
 
/
C
T
 
L
e
s
s
o
n
 
9
1

1
4

2
3

V
o
c
a
t
i
o
n
a
l
 
E
n
g
l
i
s
h
 
B
o
o
k
 
I

1
4

2
7

A
P
P
L
I
C
A
T
I
O
N

L
a
r
g
e
 
P
r
i
n
t
 
D
i
c
t
i
o
n
a
r
y

B
r
a
i
l
l
e
 
D
i
c
t
i
o
n
a
r
y

2 2

1
2

1
2
6

C
 
6

"
D
i
c
t
i
o
n
a
r
i
e
s
"

1
0

1
0
2

T
h
e
 
D
i
c
t
i
o
n
a
r
y
 
G
a
m
e

3
1
0
9

P
H
Y
S
I
C
A
L

D
 
l
a
,
 
2
a



SU
B

C
L

U
ST

E
R

:
G
E
N
E
R
A
L
 
O
F
F
I
C
E
 
C
L
E
R
K
S

C
o
d
e
:
 
O
B
O

G
0
1
2

T
A
S
K
:

U
s
e
 
t
h
e
 
d
i
c
t
i
o
n
a
r
y

B
a
s
i
c
 
I
n
f
o
r
m
a
t
i
o
n
 
f
o
r

C
o
o
p
e
r
a
t
i
v
e
 
T
e
a
c
h
i
n
g

S
u
g
g
e
s
t
i
o
n
s
:

E
x
p
l
a
i
n
 
t
h
e
 
c
o
n
v
e
n
i
e
n
c
e

o
f
 
t
h
e

a
l
p
h
a
b
e
t
 
i
n
 
d
i
c
t
i
o
n
a
r
y
 
w
o
r
k
.

D
r
i
l
l
 
t
o
 
d
e
v
e
l
o
p
 
s
k
i
l
l
 
i
n

u
s
i
n
g

d
i
c
t
i
o
n
a
r
y
.

L
a
n
g
u
a
g
e
 
o
f
 
t
h
e
 
T
a
s
k

Q
u
a
n
t
i
t
a
t
i
v
e
 
C
o
n
c
e
p
t
s

G
u
i
d
e
 
w
o
r
d
s

E
n
t
r
y
 
w
o
r
d
s

H
y
p
h
e
n
a
t
i
o
n
 
s
y
m
b
o
l
s

S
y
l
l
a
b
i
c
a
t
i
o
n
 
s
y
m
b
o
l
s

P
r
o
o
f
r
e
a
d
i
n
g

S
u
p
p
o
r
t
i
v
e
 
I
n
s
t
r
u
c
t
i
o
n
a
l
 
M
a
t
e
r
i
a
l
s
:

D
i
c
t
i
o
n
a
r
y



S
U

B
C

LU
S

T
E

R
:

G
E
N
E
R
A
L
 
O
F
F
I
C
E
 
C
L
E
R
K
S

T
A
S
K
:

U
s
e
 
r
e
f
e
r
e
n
c
e
 
b
o
o
k
s
 
a
n
d
 
i
n
d
e
x
e
s

C
o
d
e
:

°
B
O
-
 
6
0
1
3

S
t
u
d
e
n
t
 
N
a
m
e
:

S
h
e
e
t

1
o
f

.

S
t
u
d
e
n
t

P
r
o
g
r
e
s
s

B
e
h
a
v
i
o
r
a
l
 
T
a
s
k
 
K
n
o
w
l
e
d
g
e
s
/
T
a
s
k
 
S
k
i
l
l
s

I
n
s
t
r
u
c
t
i
o
n
a
l
 
M
e
t
h
o
d
s

1
3 a
l U = '
0 o S. 41 C

7
7 c
u >
,
-

r-
- 0 > C s

W Sr 4-
) U = 12
) 0 e
t

W -
0
4

tO >
i 6 r- e1

 ,

L5

G
i
v
e
n
 
t
h
e
 
n
e
c
e
s
s
a
r
y
 
t
o
o
l
s
,
 
m
a
t
e
r
i
a
l
s
,

E
q
u
i
p
m
e
n
t
,
 
a
n
d
 
r
e
q
u
i
s
i
t
e
 
k
n
o
w
l
e
d
g
e
,
 
t
h
e

l
e
a
r
n
e
r
 
w
i
l
l
:

1
.

n
a
m
e
 
a
n
d
 
b
r
i
e
f
l
y
 
d
e
s
c
r
i
b
e
 
t
h
e
 
i
n
f
u
r
m
a
-

t
i
o
n
 
c
o
n
t
a
i
n
e
d
 
i
n
 
s
e
l
e
c
t
e
d
 
o
f
f
i
c
e

r
e
f
e
r
e
n
c
e
 
b
o
o
k
s
 
a
n
d
 
i
n
d
e
x
e
s
.

2
.

d
e
t
e
r
m
i
n
e
 
f
r
o
m
 
a
 
g
i
v
e
n
 
s
i
t
u
a
t
i
o
n
 
t
h
e

r
e
f
e
r
e
n
c
e
 
n
e
e
d
e
d
 
t
o
 
o
b
t
a
i
n
 
t
h
e
 
s
p
e
c
i
f
i
c

i
n
f
o
r
m
a
t
i
o
n
.

3
.

o
b
t
a
i
n
 
s
p
e
c
i
f
i
c
 
g
i
v
e
n
 
i
n
f
o
r
m
a
t
i
o
n
 
f
r
o
m

e
a
c
h
 
o
f
 
t
h
e
 
f
o
l
l
o
w
i
n
g
 
r
e
f
e
r
e
n
c
e
 
m
a
n
u
a
l
s
:

a
.

t
e
l
e
p
h
o
n
e
 
d
i
r
e
c
t
o
r
y
 
(
r
e
g
u
l
a
r
 
a
n
d

c
l
a
s
s
i
f
i
e
d
)
.

b
.

R
e
f
e
r
e
n
c
e
 
M
a
n
u
a
l
 
f
o
r
 
S
t
e
n
o
g
r
a
p
h
e
r
s

E
a
c
h
 
s
t
u
d
e
n
t
 
s
h
o
u
l
d
 
h
a
v
e
 
a
 
p
o
c
k
e
t
 
d
i
c
t
i
o
n
a
r
y
,
 
2
0
,
0
0
0
 
w
o
r
d
s
,

a
n
d
 
a
 
c
o
p
y
 
o
f
 
r
e
f
e
r
e
n
c
e
 
m
a
n
u
a
l
 
f
o
r
 
s
t
e
n
o
g
r
a
p
h
e
r
s
 
a
n
d
 
t
y
p
i
s
t
s

t
o
 
b
e
 
u
s
e
d
 
t
h
r
o
u
g
h
o
u
t
 
t
h
e
 
c
o
u
r
s
e
.

S
t
u
d
e
n
t
s
 
p
e
r
f
o
r
m
 
t
h
e
 
j
o
b
 
t
a
s
k
 
b
y
 
l
o
o
k
i
n
g
 
u
p
 
t
e
a
c
h
e
r
-
s
p
e
c
i
f
i
e
d

i
n
f
o
r
m
a
t
i
o
n
 
a
n
d
 
a
p
p
l
y
i
n
g
 
i
t
 
t
o
 
r
o
u
g
h
 
a
n
d
 
f
i
n
a
l
 
d
r
a
f
t
 
c
o
p
y

p
r
o
d
u
c
t
i
o
n
.

S
t
u
d
e
n
t
s
 
v
i
e
w
 
f
i
l
m
s
t
r
i
p
 
o
n
 
u
s
e
 
o
f
 
t
h
e
 
d
i
c
t
i
o
n
a
r
y
 
a
n
d
 
o
t
h
e
r

r
e
f
e
r
e
n
c
e
 
b
o
o
k
s
.

T
e
a
c
h
e
r
 
e
n
c
o
u
r
a
g
e
s
 
s
m
a
l
l
 
p
e
e
r
 
g
r
o
u
p
 
c
o
o
p
e
r
a
t
i
o
n
 
a
n
d
 
i
n
t
e
r
-

a
c
t
i
o
n
.

a
n
d
 
T
y
p
i
s
t
s
.

c
.

U
.
S
.
 
O
f
f
i
c
e
 
P
o
s
t
a
l
 
G
u
i
d
e
.

T
a
s
k
-
R
e
l
a
t
e
d

C
o
m
p
e
t
e
n
c
i
e
s

I
n
s
t
r
u
c
t
i
o
n
a
l
 
M
a
t
e
r
i
a
l
s

d
.

N
a
t
i
o
n
a
l
 
Z
I
P
 
C
o
d
e
 
D
i
r
e
c
t
o
r
y
.

T
i
t
l
e

M
e
d
i
a

B
i
b

e
.

B
a
l
l
i
n
g
e
r
'
s
 
P
o
s
t
a
l
 
a
n
d
 
S
h
i
p
p
i
n
g

G
u
i
d
e
.

K
N
O
W
L
E
D
G
E

A
 
3
,
7

N
U
M
B
E
R
S

B
 
2

A
P
P
L
I
C
A
T
I
O
N

C
 
5
,
6
,
8

P
H
Y
S
I
C
A
L

D
 
l
a
,
 
2
a

R
e
f
e
r
e
n
c
e
 
I
L
P
/
C
T
,
 
L
e
s
s
o
n
s
 
9
2
-
9
4

D
i
c
t
i
o
n
a
r
y
 
a
n
d
 
o
t
h
e
r
 
r
e
f
e
r
e
n
c
e

b
o
o
k
s

1
4

1
0

2
3

1
1
1

f
.

L
e
o
n
a
r
d
s
 
G
u
i
d
e
 
f
o
r
 
P
a
r
c
e
l
 
P
o
s
t
,

E
x
p
r
e
s
s
,
 
F
r
e
i
g
h
t
 
R
a
t
e
s
 
a
n
d
 
R
o
u
t
i
n
g
.

g
.

H
o
t
e
l
 
a
n
d
 
M
o
t
e
l
 
R
e
d
 
B
o
o
k
.

h
.

T
h
e
s
a
u
r
u
s
.

i
.

d
i
c
t
i
o
n
a
r
y
.

j
.

2
0
,
0
0
0
 
W
o
r
d
s
 
o
r
 
W
o
r
d
 
F
i
n
d
e
r
.

k
.

c
i
t
y
 
d
i
r
e
c
t
o
r
y
.

4
.

a
p
p
l
i
e
s
 
i
n
f
o
r
m
a
t
i
o
n
 
i
n
 
r
o
u
g
h
 
a
n
d
 
f
i
n
a
l

d
r
a
f
t
s
.



S
U
B
C
L
U
S
T
E
R
:

G
E
N
E
R
A
L
 
O
F
F
I
C
E
 
C
L
E
R
K
S

C
o
d
e
:
 
O
B
O

G
0
1
3

T
A
S
K
:

U
s
e
 
r
e
f
e
r
e
n
c
e
 
b
o
o
k
s
 
a
n
d
 
i
n
d
e
x
e
s

B
a
s
i
c
 
I
n
f
o
r
m
a
t
i
o
n
 
f
o
r
 
C
o
o
p
e
r
a
t
i
v
e
 
T
e
a
c
h
i
n
g

S
u
g
g
e
s
t
i
o
n
s
:

L
a
n
g
u
a
g
e
 
o
f
 
t
h
e
 
T
a
s
k

Q
u
a
n
t
i
t
a
t
i
v
e
 
C
o
n
c
e
p
t
s

R
e
f
e
r
e
n
c
e
 
b
o
o
k

I
n
d
e
x

C
l
a
s
s
i
f
i
e
d
 
s
e
c
t
i
o
n
 
i
n
 
t
e
l
e
p
h
o
n
e

b
o
o
k

P
o
s
t
a
l
 
g
u
i
d
e

Z
I
P
 
c
o
d
e

Z
I
P
 
c
o
d
e
 
d
i
r
e
c
t
o
r
y

S
h
i
p
p
i
n
g
 
g
u
i
d
e

R
o
u
t
i
n
g

T
h
e
s
a
u
r
u
s

C
i
t
y
 
d
i
r
e
c
t
o
r
y

T
o
 
u
s
e
 
p
o
s
t
a
l
 
d
i
r
e
c
t
o
r
y
,
 
m
u
s
t
 
b
e
 
a
b
l
e

t
o
 
m
u
l
t
i
p
l
y
 
p
o
s
t
a
l
 
r
a
t
e
 
b
y
 
w
e
i
g
h
t

(
5
-
c
o
l
u
m
n
 
a
d
d
i
t
i
o
n
)
.

U
s
e
 
f
l
a
s
h
 
c
a
r
d
s
 
f
o
r
 
m
u
l
t
i
p
l
i
c
a
t
i
o
n
.

D
e
c
i
m
a
l
s
 
-
 
m
u
l
t
i
p
l
y
i
n
g
 
a
n
d
 
a
d
d
i
n
g
 
w
i
t
h

d
o
l
l
a
r
/
c
e
n
t
s
 
f
i
g
u
r
e
s
.

A
d
d
i
t
i
o
n
 
-
 
5
-
c
o
l
u
m
n
.

S
u
p
p
o
r
t
i
v
e
 
I
n
s
t
r
u
c
t
i
o
n
a
l
 
M
a
t
e
r
i
a
l
s
:



S
U

B
C

LU
S

T
E

R
:

G
E
N
E
R
A
L
 
O
F
F
I
C
E
 
C
L
E
R
K

T
A
S
K
:

H
a
n
d
l
e
 
i
n
c
o
m
i
n
g
 
m
a
i
l

C
o
d
e
:
 
O
B
O
-
 
G
0
1
4

S
t
u
d
e
n
t
 
N
a
m
e
:

S
h
e
e
t

1
o
f

2

S
t
u
d
e
n
t

P
r
o
g
r
e
s
s

B
e
h
a
v
i
o
r
a
l
 
T
a
s
k
 
K
n
o
w
l
e
d
g
e
s
/
T
a
s
k
 
S
k
i
l
l
s

I
n
s
t
r
u
c
t
i
o
n
a
l
 
M
e
t
h
o
d
s

11
7

(
1
, u I
z
i
o
u
>
.

o s
-

4
) C

71
;

c
p >
-
-
-
1
0

,
-
- > c -4

W >
,

4
.
.
) m -o 0 L
.
.

W m o
.
-
- C
L E

G
i
v
e
n
 
t
h
e
 
n
e
c
e
s
s
a
r
y
 
t
o
o
l
s
,
 
m
a
t
e
r
i
a
l
s
,

e
q
u
i
p
m
e
n
t
,
 
a
n
d
 
r
e
q
u
i
s
i
t
e
 
k
n
o
w
l
e
d
g
e
,
 
t
h
e

l
e
a
r
n
e
r
 
w
i
l
l
:

1
.

a
r
r
a
n
g
e
 
m
a
i
l
i
n
g
 
a
i
d
s
 
f
o
r
 
e
a
s
e
 
a
n
d

s
p
e
e
d
 
i
n
 
u
s
e
:

a
,

l
e
t
t
e
r
 
o
p
e
n
e
r

b
.

t
i
m
e
 
a
n
d
 
d
a
t
e
 
s
t
a
m
p
s

c
.

s
t
a
p
l
e
r
 
a
n
d
 
p
a
p
e
r
 
c
l
i
p
s
 
(
f
o
r

f
a
s
t
e
n
i
n
g
 
e
n
c
l
o
s
u
r
e
s
,
 
e
t
c
.
)

d
.

t
r
a
n
s
p
a
r
e
n
t
 
t
a
p
e
 
(
t
o
 
r
e
p
a
i
r
 
c
u
t
s

i
n
 
m
a
i
l
)
.

2
.

p
r
e
s
o
r
t
 
m
a
i
l
 
a
c
c
o
r
d
i
n
g
 
t
o
 
a
d
d
r
e
s
s
e
e
.

3
.

h
a
n
d
l
e
 
m
a
i
l
 
i
n
 
o
r
d
e
r
 
o
f
 
u
r
g
e
n
c
y
:

a
.

t
e
l
e
g
r
a
m
s
,
 
s
p
e
c
i
a
l
-
d
e
l
i
v
e
r
y
,

r
e
g
i
s
t
e
r
e
d
,
 
c
e
r
t
i
f
i
e
d

b
.

a
i
r
m
a
i
l

c
.

p
e
r
s
o
n
a
l

d
.

f
i
r
s
t
-
c
l
a
s
s

e
.

a
d
s
,
 
m
a
g
a
z
i
n
e
s
,
 
e
t
c
.

4
.

o
p
e
n
 
m
a
i
l
 
q
u
i
c
k
l
y
 
a
n
d
 
e
f
f
i
c
i
e
n
t
l
y
:

a
.

s
e
p
a
r
a
t
e
 
l
e
t
t
e
r
s
 
m
a
r
k
e
d
 
p
e
r
s
o
n
a
l
;

o
p
e
n
 
a
l
l
 
o
t
h
e
r
 
m
a
i
l
.

b
.

j
o
b
 
e
n
v
e
l
o
p
e
s
 
t
o
 
b
e
 
s
u
r
e
 
c
o
n
t
e
n
t
s

a
r
e
 
a
t
 
t
h
e
 
b
o
t
t
o
m
;
 
o
p
e
n
 
a
l
l
 
l
e
t
t
e
r
s

w
i
t
h
 
l
e
t
t
e
r
 
o
p
e
n
e
r
.

c
.

c
h
e
c
k
 
f
o
r
 
e
n
c
l
o
s
u
r
e
s
;
 
i
f
 
a
n
y
,

a
t
t
a
c
h
 
b
e
h
i
n
d
 
l
e
t
t
e
r
.

d
.

t
i
m
e
 
a
n
d
 
d
a
t
e
 
s
t
a
m
p
 
m
a
i
l
.

e
.

u
n
d
e
r
l
i
n
e
 
a
n
d
 
a
n
n
o
t
a
t
e
 
l
e
t
t
e
r
s
.

f
.

a
t
t
a
c
h
 
r
e
l
a
t
e
d
 
m
a
t
e
r
i
a
l
s
 
t
o
 
c
o
r
r
e
s
-

p
o
n
d
e
n
c
e
.

T
e
a
c
h
e
r
 
w
i
l
l
 
d
e
m
o
n
s
t
r
a
t
e
 
o
p
e
r
a
t
i
o
n
 
o
f
 
m
a
i
l
 
m
a
c
h
i
n
e
,
 
a
t
t
a
c
h
i
n
g

e
n
c
l
o
s
u
r
e
s
 
t
o
 
m
a
i
l
,
 
d
a
t
e
 
a
n
d
 
t
i
m
e
 
s
t
a
m
p
i
n
g
 
m
a
i
l
,
 
o
p
e
n
i
n
g
 
m
a
i
l

w
i
t
h
 
l
e
t
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p
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i
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c
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c
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p
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c
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p
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c
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c
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p
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c
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c
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i
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c
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c
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c
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c
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c
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i
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p
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c
h
i
n
g
 
e
n
c
l
o
s
u
r
e
s
,

d
a
t
e
-
s
t
a
m
p
i
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p
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c
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p
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c
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p
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p
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p
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c
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b
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c
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c
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c
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c
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b
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c
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i
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p
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a
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i
c
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A
p
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l
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c
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r
c
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c
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c
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c
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p
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c
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c
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c
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i
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c
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m
a
i
l

A
i
r
 
m
a
i
l

S
p
e
c
i
a
l
 
c
l
a
s
s
 
m
a
i
l

C
h
a
i
n
 
f
e
e
d
i
n
g
 
e
n
v
e
l
o
p
e
s

P
a
r
c
e
l
 
p
o
s
t
 
s
c
a
l
e

P
o
s
t
a
g
e
 
m
e
t
e
r

P
o
s
t
a
l
 
M
a
n
u
a
l

Z
i
p
 
C
o
d
e
 
D
i
r
e
c
t
o
r
y

A
d
d
i
t
i
o
n
 
-
 
a
d
d
i
n
g
 
n
u
m
b
e
r
s
 
(
p
o
u
n
d
s
,

o
u
n
c
e
s
)
.

U
n
d
e
r
s
t
a
n
d
i
n
g
 
o
f
 
p
o
u
n
d
s
,
 
o
u
n
c
e
s
,
 
a
n
d

w
e
i
g
h
t
s
.

4

M
u
l
t
i
p
l
i
c
a
t
i
o
n
 
-
 
m
u
l
t
i
p
l
y
i
n
g
 
n
u
m
b
e
r
s

o
f
 
p
o
u
n
d
s
 
b
y
 
m
a
i
l
 
r
a
t
e
s
.

S
u
g
g
e
s
t
i
o
n
s
:

F
o
r
 
v
o
c
a
b
u
l
a
r
y
,
 
d
i
s
c
u
s
s
 
e
a
c
h
 
t
e
r
m

w
i
t
h
 
t
h
e
 
c
l
a
s
s
,
 
h
a
v
e
 
s
t
u
d
e
n
t
s
 
s
t
u
d
y

t
e
r
m
s
,
 
g
i
v
e
 
q
u
i
z
 
o
n
 
t
e
r
m
s
 
t
o
 
b
e
 
c
e
r

t
a
i
n
 
t
h
a
t
 
e
a
c
h
 
s
t
u
d
e
n
t
 
u
n
d
e
r
s
t
a
n
d
s

t
h
e
 
t
e
r
m
s
.

R
e
v
i
e
w
 
w
h
a
t
 
a
 
z
i
p
 
c
o
d
e
 
i
s
 
a
n
d
 
t
e
a
c
h

c
l
a
s
s
 
h
o
w
 
t
o
 
u
s
e
 
t
h
e
 
Z
i
p
 
C
o
d
e
 
D
i
r
e
c

t
o
r
y
.

P
r
e
p
a
r
e
 
w
o
r
k
s
t
v
.
l
e
t
s
 
f
o
r
 
s
t
u
-

d
e
n
t
s
 
w
i
t
h
 
l
i
s
t
i
n
g
s
 
o
f
 
r
e
a
l
 
a
d
d
r
e
s
-

s
e
s
,
 
h
a
v
e
 
s
t
u
d
e
n
t
s
 
l
o
o
k
 
u
p
 
t
h
e
 
c
o
r
-

r
e
c
t
 
Z
i
p
 
c
o
d
e
s
.

R
e
q
u
i
r
e
 
t
h
a
t
 
s
t
u
d
e
n
t
s
 
l
o
o
k
 
u
p
 
Z
i
p

c
o
d
e
s
 
f
r
o
m
 
n
o
w
 
o
n
 
o
n
 
a
l
l
 
l
e
t
t
e
r
s

t
h
e
y
 
t
y
p
e
 
i
n
 
c
l
a
s
s
.

"
W
o
r
k
-
a
-
d
a
y
"
 
w
i
t
h
 
t
h
e
 
s
c
h
o
o
l
 
o
r

d
e
p
a
r
t
m
e
n
t
 
s
e
c
r
e
t
a
r
y
 
t
o
 
p
r
o
c
e
s
s

o
u
t
g
o
i
n
g
 
m
a
i
l
 
f
o
r
 
t
h
a
t
 
d
a
y
.

S
u
p
p
o
r
t
i
v
e
 
I
n
s
t
r
u
c
t
i
o
n
a
l
 
M
a
t
e
r
i
a
l
s
:

T
h
e
 
U
.
S
.
 
P
o
s
t
a
l
 
S
e
r
v
i
c
e
 
D
i
v
i
s
i
o
n
 
m
a
y
 
p
r
o
v
i
d
e
 
a
p
p
r
o
p
r
i
a
t
e
 
s
p
e
a
k
e
r
s
 
a
n
d
 
i
n
s
t
r
u
c
t
i
o
n
a
l
 
m
a
t
e
r
i
a
l
s
 
f
o
r
 
a
p
p
r
o
x
i
m
a
t
e
l
y
 
f
i
v
e

o
n
e
-
h
o
u
r
 
s
e
s
s
i
o
n
s
 
i
n
 
m
a
i
l
 
h
a
n
d
l
i
n
g
.

A
t
 
t
h
e
 
c
o
m
p
l
e
t
i
o
n
 
o
f
 
t
h
e
 
s
e
m
i
n
a
r
,
 
e
a
c
h
 
s
t
u
d
e
n
t
 
q
u
a
l
i
f
y
i
r
g
 
w
i
l
l
 
r
e
c
e
i
v
e
 
a
 
p
r
o
f
i
c
i
e
n
-

c
y
 
c
e
r
t
i
f
i
c
a
t
e
.

T
h
i
s
 
s
e
r
v
i
c
e
 
v
a
r
i
e
s
 
w
i
t
h
 
i
n
d
i
v
i
d
u
a
l
 
p
o
s
t
 
o
f
f
i
c
e
s
.
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i
e
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S
t
u
d
e
n
t
 
N
a
m
e
:

S
h
e
e
t

1
o
f

1

S
t
u
d
e
n
t
/

P
r
o
g
r
e
s
s

B
e
h
a
v
i
o
r
a
l
 
T
a
s
k
 
K
n
o
w
l
e
d
g
e
s
/
T
a
s
k
 
S
k
i
l
l
s

I
n
s
t
r
u
c
t
i
o
n
a
l
 
M
e
t
h
o
d
s

1
3 W

7
7 w
W >,
-
-W

G
i
v
e
n
 
t
h
c
.
 
n
e
c
e
s
s
a
r
y
 
n
o
e
l
s
,
 
m
a
t
e
r
i
a
l
s
,

U =
>
-
-
O

.
4
.
.
)

(
 
y
e
q
u
i
p
m
e
n
t
,
 
a
n
d
 
r
e
q
u
i
s
i
t
e
 
k
n
o
w
l
e
d
g
e
,
 
t
h
e

S
t
u
d
e
n
t
s
 
a
n
d
 
t
e
a
c
h
e
r
 
r
e
v
i
e
w
 
a
n
d
 
d
i
s
c
u
s
s
 
s
e
v
e
r
a
l
 
a
c
t
u
a
l
 
c
a
s
e

1
3 o I
-

0 > c.
0U =

>
, o
l
e
a
r
n
e
r
 
w
i
l
l
 
:

p
r
o
b
l
e
m
s
,
 
a
n
d
 
a
 
f
i
l
m
 
o
n
 
o
f
f
i
c
e
 
c
o
u
r
t
e
s
y
.

+
3

."
"4

0
0

C
C

t
E

i
1
.

i
d
e
n
t
i
f
y
 
a
n
d
 
s
i
m
u
l
a
t
e
 
b
a
s
i
c
 
t
e
c
h
n
i
q
u
e
s

S
t
u
d
e
n
t
s
 
p
e
r
f
o
r
m
 
t
h
e
 
j
o
b
 
t
a
s
k
 
b
y
 
r
o
l
e
-
p
l
a
y
i
n
g
 
t
h
e
 
p
o
s
i
t
i
v
e

f
o
r
 
r
e
c
e
i
v
i
n
g
 
v
i
s
i
t
o
r
s
:

a
.

r
e
c
e
i
v
e
s
 
v
i
s
i
t
o
r
.

b
.

o
b
t
a
i
n
s
 
n
a
m
e
 
a
n
d
 
p
e
r
t
i
n
e
n
t
 
i
n
f
o
r
m
a
-

a
n
d
/
o
r
 
n
e
g
a
t
i
v
e
 
t
e
c
h
n
i
q
u
e
s
 
f
o
r
 
a
 
r
e
c
e
p
t
i
o
n
i
s
t
 
w
h
e
n
 
g
r
e
e
t
i
n
g

a
 
c
a
l
l
e
r
.

t
i
o
n
.

c
,

d
e
t
e
r
m
i
n
e
s
 
n
a
t
u
r
e
 
o
f
 
v
i
s
i
t
.

E
a
c
h
 
s
t
u
d
e
n
t
 
w
o
r
k
s
 
i
n
 
s
c
h
o
o
l
 
o
f
f
i
c
e
 
f
o
r
 
a
 
d
a
y
 
a
s
 
r
e
c
e
p
t
i
o
n
i
s
t
.

d
.

f
o
l
l
o
w
i
n
g
 
a
s
s
e
s
s
m
e
n
t
 
o
f
 
v
i
s
i
t
o
r
,

S
t
u
d
e
n
t
s
 
r
o
t
a
t
e
 
t
o
 
a
c
t
 
a
s
 
c
l
a
s
s
 
r
e
c
e
p
t
i
o
n
i
s
t
:

o
n
e
 
o
f
 
t
h
e
 
f
o
l
l
o
w
i
n
g
 
t
a
k
e
s
 
p
l
a
c
e
:

1
)
 
d
i
r
e
c
t
s
 
t
o
 
w
a
i
t
i
n
g
 
r
o
o
m
.

1
.

m
a
k
e
 
a
p
p
o
i
n
t
m
e
n
t
s
 
f
o
r
 
t
e
a
c
h
e
r
 
w
i
t
h
 
s
t
u
d
e
n
t
s
,
a
n
d

2
.

g
r
e
e
t
 
c
l
a
s
s
 
v
i
s
i
t
o
r
s
,
 
h
a
n
d
l
e
 
t
o
u
r
s
,
 
e
t
c
.

2
)
 
n
o
t
i
f
i
e
s
 
s
u
p
e
r
v
i
s
o
r
 
o
f
 
v
i
s
i
t
o
r

a
r
r
i
v
a
l
.

3
)
 
o
b
t
a
i
n
s
 
I
n
f
o
r
m
a
t
i
o
n
 
a
n
d
 
a
n
s
w
e
r
s

v
i
s
i
t
o
r
'
s
 
r
e
q
u
e
s
t
.

T
a
s
k
-
R
e
l
a
t
e
d

I
n
s
t
r
u
c
t
i
o
n
a
l
 
M
a
t
e
r
i
a
l
s

C
o
m
p
e
t
e
n
c
i
e
s

T
i
t
l
e

M
e
d
i
a

B
i
b
.

K
N
O
W
L
E
D
G
E

A
 
3
,
4
,
8
,
9

S
e
c
r
e
t
a
r
i
e
s
 
o
n
 
t
h
e
 
S
p
o
t

1
3

1
0

N
U
M
B
E
R
S

(
C
a
s
e
 
p
r
o
b
l
e
m
s
)

B
 
1
,
2

R
o
l
e
-
p
l
a
y
i
n
g
 
I
L
P
/
C
T
,
 
L
e
s
s
o
n
s

1
2
,
1
4

2
3

A
P
P
L
I
C
A
T
I
O
N

1
1
7
-
1
2
1
 
(
t
r
a
n
s
p
a
r
e
n
c
i
e
s
)

C
 
1
,
5
,
5
,
8

"
O
f
f
i
c
e
 
C
o
u
r
t
e
s
y

M
e
e
t
i
n
g
 
t
h
e

8
3
3

P
u
b
l
i
c
"

P
H
Y
S
I
C
A
L

D
 
l
a
,
b
,
d

2
a
,
b
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P
e
r
f
o
r
m
 
v
i
s
i
t
o
r
 
r
e
c
e
p
t
i
o
n
i
s
t
 
d
u
t
i
e
s

B
a
s
i
c
 
I
n
f
o
r
m
a
t
i
o
n
 
f
o
r
 
C
o
o
p
e
r
a
t
i
v
e
 
T
e
a
c
h
i
n
g

S
u
g
g
e
s
t
i
o
n
s
:

L
a
n
g
u
a
g
e
 
o
f
 
t
h
e
 
T
a
s
k

R
e
c
e
p
t
i
o
n
i
s
t

R
e
c
e
p
t
i
o
n
 
d
e
s
k

M
u
l
t
i
-
l
i
n
e
 
p
h
o
n
e

U
m
b
r
e
l
l
a
 
r
a
c
k
s

M
a
g
a
z
i
n
e
 
s
t
a
n
d
s

W
a
i
t
i
n
g
 
a
r
e
a

G
r
a
c
i
o
u
s
n
e
s
s

G
r
o
o
m
i
n
g

I
n
d
u
s
t
r
y

T
a
c
t

L
o
y
a
l
t
y

Q
u
a
n
t
i
t
a
t
i
v
e
 
C
o
n
c
e
p
t
s

S
e
q
u
e
n
c
e
 
f
o
r
 
h
a
n
d
l
i
n
g
 
a
 
m
u
l
t
i
-
l
i
n
e

p
h
o
n
e
.

A
c
c
u
r
a
t
e
l
y
 
r
e
l
a
t
e
 
t
i
m
e
 
t
o
 
a
p
p
o
i
n
t
m
e
n
t
s
.

W
r
i
t
e
 
s
t
r
e
e
t
 
a
n
d
 
t
e
l
e
p
h
o
n
e
 
n
u
m
b
e
r
s
 
c
o
r
-

r
e
c
t
l
y
.

D
i
s
c
u
s
s
 
t
h
e
 
d
u
t
i
e
s
 
o
f
 
a
 
r
e
c
e
p
t
i
o
n
i
s
t

L
i
s
t
 
o
n
 
t
h
e
 
b
o
a
r
d
 
t
h
e
 
d
i
f
f
e
r
e
n
c
e
 
b
e
-

t
w
e
e
n
 
a
 
g
o
o
d
 
r
e
c
e
p
t
i
o
n
i
s
t
 
a
n
d
 
a
 
p
o
o
r

o
n
e
.

H
a
v
e
 
s
t
u
d
e
n
t
s
 
w
r
i
t
e
 
a
 
s
h
o
r
t
 
s
c
r
i
p
t

s
h
o
w
i
n
g
 
b
o
t
h
 
t
h
e
 
n
e
g
a
t
i
v
e
 
a
n
d

p
o
s
i
t
i
v
e
 
r
e
a
c
t
i
o
n
 
t
c
 
a
 
r
e
c
e
p
t
i
o
n
i
s
t
.

R
o
l
e
-
p
l
a
y
 
t
h
e
 
s
c
r
i
p
t
 
(
a
l
s
o
 
t
a
p
e
 
i
t

s
o
 
t
h
e
 
s
t
u
d
e
n
t
s
 
c
a
n
 
l
i
s
t
e
n
 
t
o
 
i
t

a
f
t
e
r
w
a
r
d
)
.

S
u
p
p
o
r
t
i
v
e
 
I
n
s
t
r
u
c
t
i
o
n
a
l
 
M
a
t
e
r
i
a
l
s
:

P
i
c
t
u
r
e
s

R
e
s
o
u
r
c
e
 
p
e
o
p
l
e
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S
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N
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S
h
e
e
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1
 
o
f

1

S
t
u
d
e
n
t

P
r
o
g
r
e
s
s

B
e
h
a
v
i
o
r
a
l
 
T
a
s
k
 
K
n
o
w
l
e
d
g
 
e
s
/
T
a
s
k
 
S
k
i
l
l
s

I
n
s
t
r
u
c
t
i
o
n
a
l
 
M
e
t
h
o
d
s
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:3 w t
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T
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ill

>
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,
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G
i
v
e
n
 
t
h
e
 
n
e
c
e
s
s
a
r
y
 
t
o
o
l
s
,
 
m
a
t
e
r
i
a
l
s
,

e
q
u
i
p
m
e
n
t
,
 
a
n
d
 
r
e
q
u
i
s
i
t
e
 
k
n
o
w
l
e
d
g
e
,
 
t
h
e

T
e
a
c
h
e
r
 
a
n
d
 
s
t
u
d
e
n
t
s
 
d
i
s
c
u
s
s
 
t
h
e
 
i
m
p
o
r
t
a
n
c
e
 
o
f
 
v
o
i
c
e
 
i
n

c
r
e
a
t
i
n
g
 
f
i
r
s
t
 
i
m
p
r
e
s
s
i
o
n
s
,
 
t
h
e
 
q
u
a
l
i
t
i
e
s
 
o
f
 
a
 
g
o
o
d
 
v
o
i
c
e
,

/m
i

s
n

° >
u

c
5
l
e
a
r
n
e
r
 
w
i
l
l
:

a
n
d
 
w
h
y
 
c
o
r
r
e
c
t
 
p
r
o
n
u
n
c
i
a
t
i
o
n
 
i
s
 
i
m
p
o
r
t
a
n
t
.

C
t1- ct

,5
1
.

u
s
e
 
h
i
s
 
v
o
i
c
e
 
o
n
 
t
h
e
 
t
e
l
e
p
h
o
n
e
 
i
n
 
s
u
c
h

S
t
u
d
e
n
t
s
 
w
i
l
l
 
r
e
a
d
 
o
n
e
-
m
i
n
u
t
e
 
t
o
n
g
u
e
 
t
w
i
s
t
e
r
s
.

T
a
p
e
 
r
e
c
o
r
d

a
 
w
a
y
 
t
h
a
t
 
i
t
 
i
s
:

a
n
d
 
p
l
a
y
 
t
h
e
s
e
 
b
a
c
k
 
f
o
r
 
s
t
u
d
e
n
t
s
 
s
o
 
t
h
e
y
 
c
a
n
 
d
e
t
e
r
m
i
n
e
 
i
f
 
t
h
e
y

a
.

c
o
r
r
e
c
t
l
y
 
m
o
d
u
l
a
t
e
d
.

b
.

p
r
o
p
e
r
l
y
 
c
o
n
t
r
o
l
l
e
d
.

u
s
e
d
 
t
h
e
 
q
u
a
l
i
t
i
e
s
 
o
f
 
g
o
o
d
 
v
o
i
c
e
.

c
.

u
n
d
e
r
s
t
a
n
d
a
b
l
e
.

S
t
u
d
e
n
t
s
 
w
i
l
l
 
p
r
a
c
t
i
c
e
 
u
s
i
n
g
 
e
m
o
t
i
o
n
 
i
n
 
t
h
e
i
r
 
v
o
i
c
e
s
 
b
y
 
p
r
e
-

d
.

n
o
t
 
m
o
n
o
t
o
n
o
u
s
.

p
a
r
i
n
g
 
a
 
o
n
e
-
m
i
n
u
t
e
 
p
r
e
s
e
n
t
a
t
i
o
n
 
c
o
n
v
e
y
i
n
g
 
s
o
m
e
 
e
m
o
t
i
o
n
 
(
p
o
e
m
,

s
e
l
f
-
m
a
d
e
 
r
e
a
d
i
n
g
,
 
e
t
c
.
)
.

C
l
a
s
s
 
m
e
m
b
e
r
s
 
t
r
y
 
t
o
 
g
u
e
s
s
 
e
m
o
t
i
o
n

2
.

d
e
m
o
n
s
t
r
a
t
e
 
h
i
s
 
a
b
i
l
i
t
y
 
t
o
 
c
o
m
m
u
n
i
c
a
t
e

w
i
t
h
 
a
n
o
t
h
e
r
 
p
e
r
s
o
n
 
b
y
:

f
r
o
m
 
t
o
n
e
s
 
u
s
e
d
 
i
n
 
v
o
i
c
e
.

T
a
p
e
 
t
h
i
s
 
s
o
 
i
t
 
c
a
n
 
b
e
 
p
l
a
y
e
d
 
b
a
c
k
.

a
.

d
r
a
w
i
n
g
 
a
 
s
l
i
p
 
o
f
 
p
a
p
e
r
 
c
o
n
t
a
i
n
i
n
g

E
a
c
h
 
s
t
u
d
e
n
t
 
w
i
l
l
 
d
r
a
w
 
a
 
s
l
i
p
 
o
f
 
p
a
p
e
r
 
f
r
o
m
 
t
h
e
 
t
e
a
c
h
e
r
 
o
n

a
 
d
i
r
e
c
t
i
o
n
.

w
h
i
c
h
 
a
 
d
i
r
e
c
t
i
o
n
 
i
s
 
l
i
s
t
e
d
.

H
e
 
w
i
l
l
 
t
h
e
n
 
e
x
p
l
a
i
n
 
i
n
t
o
 
a
 
t
a
p
e

b
.

e
x
p
l
a
i
n
i
n
g
 
i
n
t
o
 
a
 
t
a
p
e
 
r
e
c
o
r
d
e
r
 
h
o
w

r
e
c
o
r
d
e
r
 
h
o
w
 
t
o
 
s
u
c
c
e
s
s
f
u
l
l
y
 
a
c
c
o
m
p
l
i
s
h
 
t
h
a
t
 
t
a
s
k
.

A
f
t
e
r
 
e
a
c
h

t
o
 
a
c
c
o
m
p
l
i
s
h
 
a
n
d
 
f
u
l
f
i
l
l
 
t
h
e
 
t
a
s
k

l
i
s
t
e
d
 
i
n
 
t
h
e
 
d
i
r
e
c
t
i
o
n
 
s
o
 
w
e
l
l

t
h
a
t
 
a
n
o
t
h
e
r
 
s
t
u
d
e
n
t
 
c
a
n
 
"
a
c
t
 
o
u
t
"

p
r
e
s
e
n
t
a
t
i
o
n

r
e
r
t
i
n
n
o
,

i
s
 
r
e
c
o
r
d
e
d
,
 
a
n
o
t
h
e
r
 
s
t
u
d
e
n
t
 
w
i
l
l
 
a
c
t
 
o
u
t
 
t
h
e
 
d
i
-

1
7

-

T
a
s
k
-
R
e
l
a
t
e
d

I
n
s
t
r
u
c
t
i
o
n
a
l
 
M
a
t
e
r
i
a
l
s

h
i
s
 
d
i
r
e
c
t
i
o
n
s
 
a
n
d
 
s
u
c
c
e
s
s
f
u
l
l
y

c
o
m
p
l
e
t
e
 
t
h
e
 
g
i
v
e
n
 
t
a
s
k
.

C
o
m
p
e
t
e
n
c
i
e
s

T
i
t
l
e

M
e
d
i
a

B
i
b
.

K
N
O
W
L
E
D
G
E

A
 
4

"
O
r
a
l
 
C
o
m
m
u
n
i
c
a
t
i
o
n
"

1
2

7
9

N
U
M
B
E
R
S

A
P
P
L
I
C
A
T
I
O
N

C
 
6
,
8

P
H
Y
S
I
C
A
L
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C
o
d
e
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i
m
o
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G
0
1
2

T
A
S
K
:

U
s
e
 
v
o
i
c
e
 
c
o
r
r
e
c
t
l
y

B
a
s
i
c
 
I
n
f
o
r
m
a
t
i
o
n
 
f
o
r
 
C
o
o
p
e
r
a
t
i
v
e
 
T
e
a
c
h
i
n
g

S
u
g
g
e
s
t
i
o
n
s
:

I
m
p
r
e
s
s
 
u
p
o
n
 
t
h
e
 
s
t
u
d
e
n
t
 
t
h
a
t
 
h
i
s

f
a
c
i
a
l
 
a
n
d
 
v
o
i
c
e
 
e
x
p
r
e
s
s
i
o
n
s
 
a
i
d

i
n
 
e
y
e
 
t
o
 
e
y
e
 
c
o
n
v
e
r
s
a
t
i
o
n
,
 
b
u
t
 
o
n

t
h
e
 
t
e
l
e
p
h
o
n
e
 
t
h
e
 
v
o
i
c
e
 
s
t
a
n
d
s

a
l
o
n
e
 
s
o
 
t
h
e
 
s
p
e
a
k
i
n
g
 
v
o
i
c
e
 
m
u
s
t

r
e
f
l
e
c
t
 
t
h
e
s
e
 
p
h
y
s
i
c
a
l
 
e
x
p
r
e
s
s
i
o
n
s
.

L
a
n
g
u
a
g
e
 
o
f
 
t
h
e
 
T
a
s
k

Q
u
a
n
t
i
t
a
t
i
v
e
 
C
o
n
c
e
p
t
s

G
o
o
d
 
v
o
i
c
e
s

C
o
n
t
r
o
l

F
i
r
s
t
 
i
m
p
r
e
s
s
i
o
n

H
o
n
e
s
t

M
o
d
u
l
a
t
i
o
n

F
a
i
r

T
e
l
e
p
h
o
n
e
 
v
o
i
c
e

I
n
t
e
r
p
r
e
t

M
a
t
u
r
e

P
o
t
e
n
t
i
a
l

L
i
m
i
t
a
t
i
o
n
s

G
r
a
c
i
o
u
s

F
r
i
e
n
d
l
y

C
a
l
m

C
o
o
l

C
o
l
l
e
c
t
e
d

M
o
o
d

S
u
p
p
o
r
t
i
v
e
 
I
n
s
t
r
u
c
t
i
o
n
a
l
 
M
a
t
e
r
i
a
l
s
:
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T
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H
a
n
d
l
e
 
i
n
c
o
m
i
n
g
 
p
h
o
n
e
 
c
a
l
l
s

C
o
d
e
:
 
s
m
-
 
I
n
 
i
s

S
t
u
d
e
n
t
 
N
a
m
e
:

S
h
e
e
t

1
o
f

1

,a
ps

Ii
r.

S
t
u
d
e
n
t

P
r
o
g
r
e
s
s

B
e
h
a
v
i
o
r
a
l
 
T
a
s
k
 
K
n
o
w
l
e
d
g
e
s
/
T
a
s
k
 
S
k
i
l
l
s

I
n
s
t
r
u
c
t
i
o
n
a
l
 
M
e
t
h
o
d
s

1
0 w

1
7 w
W >
,W

G
i
v
e
n
 
t
h
e
 
n
e
c
e
s
s
a
r
y
 
t
o
o
l
s
,
 
m
a
t
e
r
i
a
l
s
,

S
t
u
d
e
n
t
s
 
v
i
e
w
 
s
e
v
e
r
a
l
 
f
i
l
m
s
 
o
n
 
c
o
r
r
e
c
t
 
t
e
c
h
n
i
q
u
e
s
 
f
o
r

(
-
) =

r-
-'
,
- 4-

)
-0 (0

e
q
u
i
p
m
e
n
t
,
 
a
n
d
 
r
e
q
u
i
s
i
t
e
 
k
n
o
w
l
e
d
g
e
,
 
t
h
e

h
a
n
d
l
i
n
g
 
i
n
c
o
m
i
n
g
 
p
h
o
n
e
 
c
a
l
l
s
.

13
0

0
>

1
l
e
a
r
n
e
r
 
w
i
l
l

o I. 4
-
)

7. -
+G

71 1 o
C

t) r a.
S
t
u
d
e
n
t
s
 
p
e
r
f
o
r
m
 
t
h
e
 
j
o
b
 
t
a
s
k
 
b
y
 
u
s
i
n
g
 
t
h
e
 
T
e
l
e
t
r
a
i
n
e
r
 
a
n
d

0-
4

5.
-

cL
E w

r
o
l
e
 
p
l
a
,
:
i
n
g
 
a
s
 
d
i
r
e
c
t
e
d
 
b
y
 
c
a
s
e
 
p
r
o
b
l
e
m
s
.

1
.

i
d
e
n
t
i
f
y
 
a
n
d
 
s
i
m
u
l
a
t
e
 
b
a
s
i
c
 
t
e
c
h
n
i
q
u
e
s

f
o
r
 
h
a
n
d
l
i
n
g
 
i
n
c
o
m
i
n
g
 
c
a
l
l
s
:

T
e
l
e
p
h
o
n
e
 
C
o
m
p
a
n
y
 
r
e
p
r
e
s
e
n
t
a
t
i
v
e
 
w
i
l
l
 
c
o
m
e
 
t
o
 
t
h
e
 
c
l
a
s
s
 
a
n
d

a
.

o
b
t
a
i
n
s
 
c
a
l
l
e
r
'
s
 
n
a
m
e
.

p
u
t
 
o
n
 
p
r
o
g
r
a
m
s
 
r
e
l
a
t
e
d
 
t
o

B
U
S
I
N
E
S
S
 
T
E
L
E
P
H
O
N
E
-
G
O
O
D
 
U
S
A
G
E
,

b
.

d
e
t
e
r
m
i
n
e
s
 
n
a
t
u
r
e
 
o
f
 
c
a
l
l
.

c
.

d
e
t
e
r
m
i
n
e
s
 
w
h
e
t
h
e
r
 
o
r
 
n
o
t
 
y
o
u
 
c
a
n

a
n
d
 
T
H
E
 
V
O
I
C
E
 
O
F
 
Y
O
U
R
 
O
F
F
I
C
E
.

a
n
s
w
e
r
 
q
u
e
s
t
i
o
n
(
s
)
.

d
.

i
f
 
n
o
t
,
 
r
e
f
e
r
 
c
a
l
l
 
t
o
 
a
p
p
r
o
p
r
i
a
t
e

p
e
r
s
o
n
.

e
.

i
f
 
p
o
s
s
i
b
l
e
 
t
o
 
a
n
s
w
e
r
 
q
u
e
s
t
i
o
n
,

o
b
t
a
i
n
 
n
e
e
d
e
d
 
i
n
f
o
r
m
a
t
i
o
n
.

f
.

r
e
l
a
y
 
i
n
f
o
r
m
a
t
i
o
n
 
o
v
e
r
 
p
h
o
n
e
.

g
.

r
e
c
o
r
d
s
 
c
a
l
l
,
 
m
e
s
s
a
g
e
,
 
o
r
d
e
r
 
o
r

a
p
p
o
i
n
t
m
e
n
t
.

h
.

d
e
l
i
v
e
r
 
a
p
p
r
o
p
r
i
a
t
e
 
p
h
o
n
e
 
m
e
s
s
a
g
e

S
t
u
d
e
n
t
s
 
a
n
s
w
e
r
 
a
l
l
 
c
a
l
l
s
 
i
n
 
s
c
h
o
o
l
 
o
f
f
i
c
e
 
f
o
r
 
o
n
e
 
d
a
y
.

T
a
s
k
-
R
e
l
a
t
e
d

I
n
s
t
r
u
c
t
i
o
n
a
l
 
M
a
t
e
r
i
a
l
s

t
o
 
i
n
d
i
v
i
d
u
a
l
.

C
o
m
p
e
t
e
n
c
i
e
s

T
i
t
l
e

M
e
d
i
a
l
B
i
b
.

K
N
O
W
L
E
D
G
E

"
V
o
i
c
e
 
W
i
t
h
 
a
 
S
m
i
l
e
"

1
4

9
1

A
 
3
,
7
,
8

"
V
o
i
c
e
 
o
f
 
Y
o
u
r
 
B
u
s
i
n
e
s
s
"

1
0

9
2

N
U
M
B
E
R
S

"
C
o
u
r
t
e
s
y
 
C
o
u
n
t
s
"

1
4

9
3

T
e
l
e
t
r
a
i
n
e
r

2
4
2

B
 
2

A
P
P
L
I
C
A
T
I
O
N

I
L
P
/
C
T
 
L
e
s
s
o
n
s
 
1
0
9
-
1
1
6
 
i
n
c
l
u
d
i
n
g

t
r
a
n
s
p
a
r
e
n
c
i
e
s

"
S
o
u
n
d
 
B
u
s
i
n
e
s
s
"

1
2
,
1
4

8

2
3

3
8

C
 
l
a
,
3
,
5
,
6
,
8

"
T
e
l
e
p
h
o
n
e
 
C
o
u
r
t
e
s
y
"

8
4
1

"
A
 
M
a
n
n
e
r
 
o
f
 
S
p
e
a
k
i
n
g
"

8
1

P
H
Y
S
I
C
A
L

"
C
o
r
r
e
c
t
 
T
e
l
e
p
h
o
n
e
 
U
s
a
g
e
"

8
9

D
 
l
a
,
2
a

"
H
o
w
 
t
o
 
L
o
s
e
 
Y
o
u
r
 
B
e
s
t
 
C
u
s
t
o
m
e
r

8
6
4

W
i
t
h
o
u
t
 
R
e
a
l
l
y
 
T
r
y
i
n
g
"
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C
o
d
e
:
 
m
i
o

G
O

T
A
S
K
:

H
a
n
d
l
e
 
i
n
c
o
m
i
n
g
 
p
h
o
n
e
 
c
a
l
l
s

B
a
s
i
c
 
I
n
f
o
r
m
a
t
i
o
n
 
f
o
r
 
C
o
o
p
e
r
a
t
i
v
:
?
.
 
T
e
a
c
h
i
n
g

S
u
g
g
e
s
t
i
o
n
s
:

D
i
s
c
u
s
s
 
t
e
l
e
p
h
o
n
e
 
p
e
r
s
o
n
a
l
i
t
y
.

R
o
l
e
 
p
l
a
y
 
u
s
i
n
g
 
t
e
l
e
t
r
a
i
n
e
r
.

H
a
v
e
 
s
t
u
d
e
n
t
s
 
w
r
i
t
e
 
t
h
e
i
r
 
o
w
n

s
c
r
i
p
t
s
,
 
t
h
e
n
 
r
o
l
e
 
p
l
a
y
,
 
t
a
p
e

t
h
e
i
r
 
e
f
f
o
r
t
s
.

P
l
a
y
 
t
h
e
 
t
a
p
e
s

b
a
c
k
 
s
o
 
s
t
u
d
e
n
t
s
 
c
a
n
 
h
e
a
r
 
t
h
e
i
r

e
f
f
o
r
t
s
.

V
i
s
i
t
 
s
c
h
o
o
l
 
o
f
f
i
c
e
s
 
a
n
d
 
o
b
s
e
r
v
e

s
e
c
r
e
t
a
r
i
e
s
 
i
n
 
a
c
t
i
o
n
.

S
t
r
e
s
s
 
i
m
p
o
r
t
a
n
c
e
 
o
f
 
g
o
o
d
 
p
a
t
i
e
n
t
/

a
i
d
e
 
c
o
m
m
u
n
i
c
a
t
i
o
n
 
s
k
i
l
l
s
 
w
i
t
h
 
c
u
s
-

t
o
m
e
r
s
.

L
a
n
g
u
a
g
e
 
o
f
 
t
h
e
 
T
a
s
k

Q
u
a
n
t
i
t
a
t
i
v
e
 
C
o
n
c
e
p
t
s

M
e
m
o
 
o
f
 
c
a
l
l

T
r
a
n
s
f
e
r
r
i
n
g
 
c
a
l
l
s

A
n
s
w
e
r
i
n
g
 
s
e
r
v
i
c
e

H
o
l
d
 
b
u
t
t
o
n
s

T
e
l
e
p
h
o
n
e
 
p
e
r
s
o
n
a
l
i
t
y

v
o
i
c
e

s
p
e
e
c
h

v
o
c
a
b
u
l
a
r
y

c
o
u
r
t
e
s
y

S
e
q
u
e
n
c
e
 
f
o
r
 
h
a
n
d
l
i
n
g
 
c
a
l
l
s
 
o
n
 
a
 
m
u
l
t
i
-

l
i
n
e
 
p
h
o
n
e
.

A
c
c
u
r
a
t
e
l
y
 
r
e
l
a
t
e
 
t
i
m
e
 
t
o
 
a
p
p
o
i
n
t
m
e
n
t
s
.

W
r
i
t
e
 
s
t
r
e
e
t
 
a
n
d
 
t
e
l
e
p
h
o
n
e
 
n
u
m
b
e
r
s

c
o
r
r
e
c
t
l
y
.

S
u
p
p
o
r
t
i
v
e
 
I
n
s
t
r
u
c
t
i
o
n
a
l
 
M
a
t
e
r
i
a
l
s
:

T
e
l
e
t
r
a
i
n
e
r

S
e
c
r
e
t
a
r
i
e
s
 
i
n
 
a
c
t
i
o
n
 
(
f
i
e
l
d
 
t
r
i
p
)

_
.
.
,



S
U

B
C

LU
S

T
E

R
G
E
N
E
R
A
L
 
O
F
F
I
C
E
 
C
L
E
R
K
S

T
A
S
K
:

C
o
d
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:
 
O
B
O

G
0
1
9

P
l
a
c
e
 
l
o
c
a
l
 
a
n
d
 
l
o
n
g
 
d
i
s
t
a
n
c
e
 
p
h
o
n
e
 
c
a
l
l
s

S
t
u
d
e
n
t
 
N
a
m
e
:

S
h
e
e
t

1
o
f

1

S
t
u
d
e
n
t

P
r
o
g
r
e
s
s

B
e
h
a
v
i
o
r
a
l
 
T
a
s
k
 
K
n
o
w
l
e
d
g
e
s
/
T
a
s
k
 
S
k
i
l
l
s

I
n
s
t
r
u
c
t
i
o
n
a
l
 
M
e
t
h
o
d
s

7
3

7
3
W
W

G
i
v
e
n
 
t
h
e
 
n
e
c
e
s
s
a
r
y
 
t
o
o
l
s
,
 
m
a
t
e
r
i
a
l
s
,

S
t
u
d
e
n
t
s
 
r
e
v
i
e
w
 
i
l
l
u
s
t
r
a
t
e
d
 
t
r
a
n
s
p
a
r
e
n
c
i
e
s
 
a
n
d
 
v
i
e
w
 
f
i
l
m
s
.
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-
) = 1

:
3

.
.
,
-
-
n

r- °
4-
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:1 >
I

e
q
u
i
p
m
e
n
t
,
 
a
n
d
 
r
e
q
u
i
s
i
t
e
 
k
n
o
w
l
e
d
g
e
,
 
t
h
e

l
e
a
r
n
e
r
 
w
i
l
l
:

S
t
u
d
e
n
t
s
 
o
r
g
a
n
i
z
e
 
a
 
f
i
e
l
d
 
t
r
i
p
 
t
o
 
M
i
c
h
i
g
a
n
 
B
e
l
l
 
T
e
l
e
p
h
o
n
e
 
o
r

o
>

=
o

s
-
c

-
o
r
-

c
o
n
t
a
c
t
 
a
 
s
e
r
v
i
c
e
 
r
e
p
r
e
s
e
n
t
a
t
i
v
e
 
f
r
o
m
 
B
e
l
l
 
T
e
l
e
p
h
o
n
e
 
t
o

C
L4

1-
-*

c
i

L
5
1

1
.

i
d
e
n
t
i
f
y
 
a
n
d
 
s
i
m
u
l
a
t
e
 
b
a
s
i
c
 
p
r
o
c
e
d
u
r
e
s
/

t
e
c
h
n
i
q
u
e
s
 
f
o
r
 
h
a
n
d
l
i
n
g
 
l
o
c
a
l
 
a
n
d
 
l
o
n
g

s
p
e
a
k
 
a
b
o
u
t
 
t
e
l
e
p
h
o
n
e
 
m
a
n
n
e
r
s
 
i
n
 
a
n
 
o
f
f
i
c
e
.

d
i
s
t
a
n
c
e
 
c
a
l
l
s
:

S
o
m
e
 
l
a
r
g
e
 
o
f
f
i
c
e
s
 
w
i
t
h
 
s
w
i
t
c
h
b
o
a
r
d
s
 
w
i
l
l
 
m
a
k
e
 
a
r
r
a
n
g
e
m
e
n
t
s

a
.

r
e
c
e
i
v
e
s
 
r
e
q
u
e
s
t
 
t
o
 
c
a
l
l
.

f
o
r
 
a
 
s
t
u
d
e
n
t
 
t
o
 
"
l
i
s
t
e
n
 
i
n
"
 
o
n
 
c
a
l
l
s
 
m
a
d
e
 
b
y
 
t
h
e
i
r
 
p
r
o
f
e
s
-

b
.

p
l
a
c
e
s
 
c
a
l
l
 
e
i
t
h
e
r
 
d
i
r
e
c
t
 
d
i
a
l
i
n
g

o
r
 
t
h
r
o
u
g
h
 
o
p
e
r
a
t
o
r
.

c
.

c
o
n
t
a
c
t
s
 
p
a
r
t
y
 
b
e
i
n
g
 
c
a
l
l
e
d
.

d
.

t
r
a
n
s
f
e
r
s
 
c
a
l
l
 
t
o
 
c
a
l
l
e
r
.

e
.

r
e
q
u
e
s
t
s
 
a
n
d
 
o
b
t
a
i
n
s
 
i
n
f
o
r
m
a
t
i
o
n
:

s
i
o
n
a
l
s
.

h
a
n
d
l
e
d
.

T
h
i
s
 
a
l
l
o
w
s
 
s
t
u
d
e
n
t
s
 
t
o
 
h
e
a
r
 
h
o
w
 
r
e
a
l
 
c
a
l
l
s

a
r
e

1
)
 
r
e
c
o
r
d
s
 
i
n
f
o
r
m
a
t
i
o
n
.

2
)
 
d
e
l
i
v
e
r
s
 
r
e
q
u
e
s
t
e
d
 
i
n
f
o
r
m
a
t
i
o
n
.

T
a
s
k
-
R
e
l
a
t
e
d

I
n
s
t
r
u
c
t
i
o
n
a
l
 
M
a
t
e
r
i
a
l
s

C
o
m
p
e
t
e
n
c
i
e
s

T
i
t
l
e

M
e
d
i
a

B
i
b
.

K
N
O
W
L
E
D
G
E

T
e
l
e
t
r
a
i
n
e
r
 
f
r
o
m
 
M
i
c
h
i
g
a
n
 
B
e
l
l

2
4
2

A
 
3
,
8

N
U
M
B
E
R
S

I
L
P
/
C
T
 
L
e
s
s
o
n
s
 
1
0
9
-
1
1
6
 
i
n
c
l
u
d
i
n
g

t
r
a
n
s
p
a
r
e
n
c
i
e
s

1
4
,
1
2

2
3

"
S
o
u
n
d
 
B
u
s
i
n
e
s
s
"

8
3
8

B
 
2

"
T
e
l
e
p
h
o
n
e
 
C
o
u
r
t
e
s
y
"

8
4
1

"
A
 
M
a
n
n
e
r
 
o
f
 
S
p
e
a
k
i
n
g
"

8
1

A
P
P
L
I
C
A
T
I
O
N

"
C
o
r
r
e
c
t
 
T
e
l
e
p
h
o
n
e
 
U
s
a
g
e
"

8
9

C
 
4
,
5
,
6
,
8

P
H
Y
S
I
C
A
L

D
 
l
a
,
b

2
a
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F
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E
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S

C
o
d
e
:

O
B
O
-

6
0
1
9

T
A
S
K
:

P
l
a
c
e
 
l
o
c
a
l
 
a
n
d
 
l
o
n
g
 
d
i
s
t
a
n
c
e
 
p
h
o
n
e
 
c
a
l
l
s

B
a
s
i
c
 
I
n
f
o
r
m
a
t
i
o
n
 
f
o
r
 
C
o
o
p
e
r
a
t
i
v
e
 
T
e
a
c
h
i
n
g

S
u
g
g
e
s
t
i
o
n
s
:

G
r
o
u
p
 
s
t
u
d
e
n
t
s
 
i
n
 
p
a
i
r
s
 
a
n
d
 
h
a
v
e

t
h
e
m
 
p
r
a
c
t
i
c
e
 
m
a
k
i
n
g
 
l
o
n
g
 
d
i
s
t
a
n
c
e

c
a
l
l
s
 
o
n
 
t
h
e
 
t
e
l
e
t
r
a
i
n
e
r
.

S
t
r
e
s
s
 
i
m
p
o
r
t
a
n
c
e
 
o
f
 
g
o
o
d
 
p
a
t
i
e
n
t
/

a
i
d
e
 
c
o
m
m
u
n
i
c
a
t
i
o
n
 
s
k
i
l
l
s
 
w
i
t
h

c
u
s
t
o
m
e
r
s
.

L
a
n
g
u
a
g
e
 
o
f
 
t
h
e
 
T
a
s
k

Q
u
a
n
t
i
t
a
t
i
v
e
 
C
o
n
c
e
p
t
s

T
e
l
e
p
h
o
n
e
 
d
i
r
e
c
t
o
r
y

Y
e
l
l
o
w
 
p
a
g
e
s

A
r
e
a
 
c
o
d
e

S
t
a
t
i
o
n
-
t
o
-
s
t
a
t
i
o
n
 
c
a
l
l

P
e
r
s
o
n
-
t
o
-
p
e
r
s
o
n
 
c
a
l
l

D
i
r
e
c
t
-
d
i
s
t
a
n
c
e
 
d
i
a
l
i
n
g

T
i
m
e
 
f
a
c
t
o
r
s

P
e
r
s
o
n
a
l
 
d
i
r
e
c
t
o
r
y

O
p
e
r
a
t
o
r

S
e
q
u
e
n
c
e
 
f
o
r
 
p
l
a
c
i
n
g
 
l
o
n
g
 
d
i
s
t
a
n
c
e

c
a
l
l
s
.

S
u
p
p
o
r
t
i
v
e
 
I
n
s
t
r
u
c
t
i
o
n
a
l
 
M
a
t
e
r
i
a
l
s
:

T
e
l
e
t
r
a
i
n
e
r



S
U
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LU
S

T
E

R
:

G
E
N
E
R
A
L
 
O
F
F
I
C
E
 
C
L
E
R
K
S

T
A
S
K
:

R
e
t
r
i
e
v
e
 
m
a
t
e
r
i
a
l
s
,
 
i
n
f
o
r
m
a
t
i
o
n
,
 
o
r
 
r
e
c
o
r
d
 
d
a
t
a
 
f
r
o
m
 
f
i
l
e
s

C
o
d
e
:
 
O
B
O
-
 
G
0
2
0

S
t
u
d
e
n
t
 
N
a
m
e
:

S
h
e
e
t

i
o
f

S
t
u
d
e
n
t

P
r
o
g
r
e
s
s

B
e
h
a
v
i
o
r
a
l
 
T
a
s
k
 
K
n
o
w
l
e
d
g
e
s
/
T
a
s
k
 
S
k
i
l
l
s

I
n
s
t
r
u
c
t
i
o
n
a
l
 
M
e
t
h
o
d
s

7
7

I
D
W
W

G
i
v
e
n
 
t
h
e
 
n
e
c
e
s
s
a
r
y
 
t
o
o
l
s
,
 
m
a
t
e
r
i
a
l
s
,

T
e
a
c
h
e
r
 
o
r
g
a
n
i
z
e
s
 
a
 
f
i
e
l
d
 
t
r
i
p
 
t
o
 
l
o
c
a
l
 
n
e
w
s
p
a
p
e
r
'
s
 
f
i
l
i
n
g

U =
>

"'
-°

.
-
-

4
-
t

c
a
e
q
u
i
p
m
e
n
t
,
 
a
n
d
 
r
e
q
u
i
s
i
t
e
 
k
n
o
w
l
e
d
g
e
,
 
t
h
e

o
f
f
i
c
e
.

-
1
:
1
0
0
>
1

o
>

=
o

l
e
a
r
n
e
r
 
w
i
l
l
:

s
.
.
.

4
-
)

C ,
-
,

T
1 .r-

- 0 
,

S
t
u
d
e
n
t
s
 
p
e
r
f
o
r
m
 
t
h
e
 
j
o
b
 
t
a
s
k
 
b
y
 
p
e
r
f
o
r
m
i
n
g
 
f
i
l
i
n
g
 
t
a
s
k
s
 
f
r
o
m

4
c
t

I.5
1
.

i
d
e
n
t
i
f
y
 
a
n
d
 
s
i
m
u
l
a
t
e
 
b
a
s
i
c
 
a
l
p
h
a
b
e
t
i
c

a
 
q
u
i
c
k
 
f
i
l
i
n
g
 
p
r
a
c
t
i
c
e
 
k
i
t
 
(
s
u
g
g
e
s
t
e
d
 
k
i
t
:
 
G
r
e
g
g
 
Q
u
i
c
k
 
F
i
l
-

a
n
d
 
s
u
b
j
e
c
t
 
f
i
l
i
n
g
 
s
y
s
t
e
m
s
:

a
.

i
d
e
n
t
i
f
i
e
s
 
a
n
d
 
i
n
d
e
x
e
s
 
n
a
m
e
s
 
a
c
-

i
n
g
 
P
r
a
c
t
i
c
e
)
.

c
o
r
d
i
n
g
 
t
o
 
t
h
e
 
a
l
p
h
a
b
e
t
i
c
 
f
i
l
i
n
g

s
y
s
t
e
m
.

S
t
u
d
e
n
t
s
 
v
i
e
w
 
f
i
l
m
s
 
a
n
d
 
s
o
u
n
d
/
s
l
i
d
e
 
p
r
o
g
r
a
m
s
.

b
.

d
e
t
e
r
m
i
n
e
s
 
t
h
e
 
t
r
a
n
s
p
o
s
i
t
i
o
n
 
a
n
d

S
t
u
d
e
n
t
s
 
p
e
r
f
o
r
m
 
t
h
e
 
j
o
b
 
t
a
s
k
 
b
y
 
f
o
l
l
o
w
i
n
g
 
t
h
e
 
p
r
o
c
e
d
u
r
e
 
f
o
r

i
n
d
e
x
i
n
g
 
o
f
 
p
e
r
s
o
n
a
l
 
a
n
d
/
o
r
 
b
u
s
i
-

n
e
s
s
 
n
a
m
e
s
.

l
o
c
a
t
i
n
g
 
i
n
f
o
r
m
a
t
i
o
n
 
t
o
 
b
e
 
d
e
t
e
r
m
i
n
e
d
 
b
y
 
t
e
a
c
h
e
r
.

c
.

i
d
e
n
t
i
f
i
e
s
 
a
n
d
 
i
n
d
e
x
e
s
 
b
u
s
i
n
e
s
s
e
s

S
t
u
d
e
n
t
s
 
a
r
e
 
a
s
s
i
g
n
e
d
 
a
c
t
u
a
l
 
f
i
l
i
n
g
 
j
o
b
s
 
i
n
 
s
c
h
o
o
l
 
o
f
f
i
c
e
s
 
o
r

a
c
c
o
r
d
i
n
g
 
t
o
 
t
h
e
 
s
u
b
j
e
c
t
 
f
i
l
i
n
g

s
y
s
t
e
m
.

d
.

p
r
a
c
t
i
c
e
s
 
a
l
p
h
a
b
e
t
i
c
 
a
n
d
 
s
u
b
j
e
c
t

f
i
l
i
n
g
 
o
n
 
t
e
a
c
h
e
r
-
g
i
v
e
n
 
m
a
t
e
r
i
a
l
s
.

f
o
r
 
s
e
r
v
i
c
e
 
o
r
g
a
n
i
z
a
t
i
o
n
s
.

2
.

i
d
e
n
t
i
f
y
 
a
n
d
 
s
i
m
u
l
a
t
e
 
b
a
s
i
c
 
p
r
o
c
e
d
u
r
e
s
/

T
a
s
k
-
R
e
l
a
t
e
d

I
n
s
t
r
u
c
t
i
o
n
a
l
 
M
a
t
e
r
i
a
l
s

t
e
c
h
n
i
q
u
e
s
 
f
o
r
 
l
o
c
a
t
i
n
g
 
i
n
f
o
r
m
a
t
i
o
n
 
t
o

b
e
 
g
i
v
e
n
 
o
r
a
l
l
y
 
o
r
 
f
r
o
m
 
f
i
l
e
 
r
e
c
o
r
d
s
:

a
.

r
e
c
e
i
v
e
s
 
w
r
i
t
t
e
n
 
o
r
 
o
r
a
l
 
r
e
q
u
e
s
t

f
o
r
 
f
i
l
e
 
d
a
t
a
.

b
.

s
o
r
t
s
 
r
e
q
u
e
s
t
s
 
i
f
 
n
e
c
e
s
s
a
r
y
.

c
.

p
u
l
l
s
 
f
o
l
d
e
r
s
 
o
r
 
i
n
f
o
r
m
a
t
i
o
n
 
f
r
o
m

f
i
l
e
s
.

C
o
m
p
e
t
e
n
c
i
e
s

T
i
t
l
e

M
e
d
i
a

B
i
b
.

K
N
O
W
L
E
D
G
E

A
 
3
,
8
,
9

N
U
M
B
E
R
S

T
e
l
e
p
h
o
n
e
 
D
i
r
e
c
t
o
r
y
 
(
w
h
i
t
e
 
p
a
g
e
s
-

a
l
p
h
a
b
e
t
i
c
,
 
y
e
l
l
o
w
 
p
a
g
e
s
-
s
u
b
-

j
e
c
t
 
a
n
d
 
a
l
p
h
a
b
e
t
i
c
)

"
G
r
e
g
g
 
Q
u
i
c
k
 
F
i
l
i
n
g
 
P
r
a
c
t
i
c
e
"

1
3

1
4

2
8

d
.

r
e
c
o
r
d
s
 
d
a
t
a
 
o
r
 
d
u
p
l
i
c
a
t
e
s
 
n
e
e
d
e
d

B
 
2
,
4
a
,
b
,
d
,
5

"
W
h
a
t
 
t
o
 
d
o
 
A
b
o
u
t
.
 
F
i
l
i
n
g
"

1
4

4
6

i
n
f
o
r
m
a
t
i
o
n
.

6
"
F
i
l
e
d
 
B
u
t
 
N
o
t
 
F
o
r
g
o
t
t
e
n
"

1
4

1
4

e
.

p
r
e
p
a
r
e
s
 
d
i
s
p
a
t
c
h
 
t
i
c
k
e
t
s
 
w
h
e
n

A
P
P
L
I
C
A
T
I
O
N

"
F
i
l
e
s
 
a
n
d
 
F
i
l
i
n
g
"

8
1
5

n
e
e
d
e
d
.

f
.

m
a
i
l
s
 
o
r
 
d
e
l
i
v
e
r
s
 
r
e
q
u
e
s
t
e
d
 
i
n
f
o
r
m
-

C
 
1
,
2
,
3
,
5
,
6
,

8

"
F
i
l
i
n
g
 
P
r
o
c
e
d
u
r
e
s
 
I
n
 
B
u
s
i
n
e
s
s
"

"
A
l
p
h
a
b
e
t
i
c
 
C
o
r
r
e
s
p
o
n
d
e
n
c
e
"

8 5

1
6

9
7

a
t
i
o
n
.

P
H
Y
S
I
C
A
L

"
T
y
p
e
s
 
o
f
 
E
q
u
i
p
m
e
n
t
"

5
9
7

g
.

r
e
f
i
l
e
s
 
f
o
l
d
e
r
s
.

D
 
l
a
,
b
,
c
,
d

"
A
l
p
h
a
b
e
t
i
z
i
n
g
 
R
u
l
e
s
"

5
9
7

2
b
,
 
3
c
,
f
,
g

"
O
t
h
e
r
 
F
i
l
i
n
g
 
S
y
s
t
e
m
s
"

5
9
7
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O
F
F
I
C
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C
L
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R
e
t
r
i
e
v
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m
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t
e
r
i
a
l
s
,
 
i
n
f
o
r
m
a
t
i
o
n
,
 
o
r
 
r
e
c
o
r
d
 
d
a
t
a
 
f
r
o
m
 
f
i
l
e
s

B
a
s
i
c
 
I
n
f
o
r
m
a
t
i
o
n
 
f
o
r
 
C
o
o
p
e
r
a
t
i
v
e
 
T
e
a
c
h
i
n
g

S
u
g
g
e
s
t
i
o
n
s
:

L
a
n
g
u
a
g
e
 
o
f
 
t
h
e
 
T
a
s
k

Q
u
a
n
t
i
t
a
t
i
v
e
 
C
o
n
c
e
p
t
s

A
l
p
h
a
b
e
t
i
z
i
n
g

C
h
r
o
n
o
l
o
g
i
c
a
l

F
i
l
i
n
g

V
e
r
t
i
c
a
l

P
e
r
s
o
n
a
l
 
n
a
m
e

T
r
a
n
s
p
o
s
e

S
u
r
n
a
m
e

S
e
q
u
e
n
c
e

G
i
v
e
n
 
n
a
m
e

F
u
l
l
 
n
a
m
e

M
a
i
d
e
n
 
n
a
m
e

B
u
s
i
n
e
s
s
 
n
a
m
e

T
i
t
l
e

C
r
o
s
s
-
r
e
f
e
r
e
n
c
i
n
g

S
u
b
j
e
c
t
 
f
i
l
i
n
g

F
i
l
e
 
c
a
b
i
n
e
t

F
i
l
e
 
f
o
l
d
e
r

P
r
e
c
e
d
e

M
a
n
u
a
l
l
y

F
i
l
e
 
p
e
r
s
o
n
a
l
 
n
a
m
e
s
 
i
n
 
p
r
o
p
e
r
 
a
l
p
h
a
b
e
t
i
-

c
a
l
 
o
r
d
e
r
.

F
i
l
e
 
b
u
s
i
n
e
s
s
 
n
a
m
e
s
 
i
n
 
p
r
o
p
e
r
 
a
l
p
h
a
b
e
t
i
-

c
a
l
 
o
r
d
e
r
.

F
i
l
e
 
c
h
r
o
n
o
l
o
g
i
c
a
l
l
y
.

G
i
v
e
 
s
t
u
d
e
n
t
s
 
a
 
n
u
m
b
e
r

f
 
n
a
m
e
s
 
a
n
d

a
s
k
 
t
h
e
m
 
t
o
 
f
i
n
d
 
t
h
e
 
a
d
d
r
e
s
s
 
a
n
d

p
h
o
n
e
 
n
u
m
b
e
r
 
i
n
 
t
h
e
 
t
e
l
e
p
h
o
n
e
 
d
i
r
e
c
-

t
o
r
y
.

G
i
v
e
 
a
 
l
i
s
t
 
o
f
 
s
e
r
v
i
c
e
s
 
a
n
d
 
a
s
k

t
h
e
m
 
t
o
 
l
o
o
k
 
i
n
 
t
h
e
 
y
e
l
l
o
w
 
p
a
g
e
s
 
t
o

f
i
n
d
 
a
 
c
o
m
p
a
n
y
 
w
h
i
c
h
 
c
o
u
l
d
 
g
i
v
e
 
t
h
e

s
e
r
v
i
c
e
.

G
i
v
e
 
a
 
n
u
m
b
e
r
 
o
f
 
5
"
x
8
"
 
c
a
r
d
s
 
w
i
t
h

n
a
m
e
s
,
a
d
d
r
e
s
s
e
s
,
 
o
c
c
u
p
a
t
i
o
n
s
 
t
o

e
a
c
h
 
s
t
u
d
e
n
t
 
t
h
e
n
 
a
s
k
 
t
h
e
m
 
t
o
 
f
i
l
e

t
h
e
 
c
a
r
d
s
 
a
l
p
h
a
b
e
t
i
c
a
l
l
y
 
b
y
 
n
a
m
e
,

t
h
e
n
 
b
y
 
o
c
c
u
p
a
t
i
o
n
.

G
i
v
e
 
s
t
u
d
e
n
t
s
 
a
 
l
i
s
t
 
o
f
 
a
b
b
r
e
v
a
-

t
i
o
n
s
 
c
o
m
m
o
n
l
y
 
u
s
e
d
 
i
n
 
f
i
l
i
n
g
,
 
i
.
e
.

G
e
o
.
 
=
 
G
e
o
r
g
e
,
 
C
o
.
 
=
 
C
o
m
p
a
n
y
,
 
I
n
c
.
=

I
n
c
o
r
p
o
r
a
t
e
d
,
 
F
t
.
 
=
 
F
o
r
t
,
 
e
t
c
.
)
.

T
h
e
s
e
 
w
i
l
l
 
h
e
l
p
 
s
t
u
d
e
n
t
s
 
w
h
e
n

f
i
l
i
n
g
.

S
u
p
p
o
r
t
i
v
e
 
I
n
s
t
r
u
c
t
i
o
n
a
l
 
M
a
t
e
r
i
a
l
s
:

T
e
l
e
p
h
o
n
e
 
d
i
r
e
c
t
o
r
y
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G
0
2
1

G
E
N
E
R
A
L
 
O
F
F
I
C
E
 
C
L
E
R
K
S

U
p
d
a
t
e
 
f
i
l
e
s

S
t
u
d
e
n
t
 
N
a
m
e
:

S
h
e
e
t

]
o
f

1

S
t
u
d
e
n
t

P
r
o
g
r
e
s
s

B
e
h
a
v
i
o
r
a
l
 
T
a
s
k
 
K
n
o
w
l
e
d
g
e
s
/
T
a
s
k
 
S
k
i
l
l
s

I
n
s
t
r
u
c
t
i
o
n
a
l
 
M
e
t
h
o
d
s

1
0 u n 1:
1 o S
- +
a c

1
, >
,
-
-
i
n

r ° > c l'"
O

W 4-
1 o = -
o
,

0 s
- a

W ro o . w

G
i
v
e
n
 
t
h
e
 
n
e
c
e
s
s
a
r
y
 
t
o
o
l
s
,
 
m
a
t
e
r
i
a
l
s
,

e
q
u
i
p
m
e
n
t
,
 
a
n
d
 
r
e
q
u
i
s
i
t
e
 
k
n
o
w
l
e
d
g
e
,
 
t
h
e

l
e
a
r
n
e
r
 
w
i
l
l
:

1
.

i
d
e
n
t
i
f
y
 
a
n
d
 
s
i
m
u
l
a
t
e
 
b
a
s
i
c
 
p
r
o
c
e
d
u
r
e
s
/

t
e
c
h
n
i
q
u
e
s
 
f
o
r
 
u
p
d
a
t
i
n
g
 
f
i
l
e
s
:

a
.

c
h
e
c
k
s
 
a
u
d
i
t
i
n
g
 
l
i
s
t
 
o
f
 
o
t
h
e
r

s
o
u
r
c
e
s
 
f
o
r
 
n
e
e
d
e
d
 
c
h
a
n
g
e
s
.

b
.

p
u
l
l
s
 
r
e
c
o
r
d
s
 
f
r
o
m
 
f
i
l
e
.

c
.

r
e
c
o
r
d
s
 
n
e
w
,
 
u
p
d
a
t
e
d
 
i
n
f
o
r
m
a
t
i
o
n
.

d
.

r
e
f
i
l
e
s
 
r
e
c
o
r
d
s
.

e
.

r
e
m
o
v
e
s
 
i
n
a
c
t
i
v
e
 
f
o
l
d
e
r
s
.

f
.

t
y
p
e
s
 
n
e
w
 
l
a
b
e
l
s
 
i
f
 
n
e
e
d
e
d
.

g
.

t
y
p
e
s
 
l
i
s
t
 
o
f
 
a
d
d
r
e
s
s
 
c
h
a
n
g
e
s
.

h
.

f
i
l
e
s
 
n
e
w
/
u
p
d
a
t
e
d
 
f
i
l
e
s
.

F
i
l
i
n
g
 
s
u
p
e
r
v
i
s
o
r
 
f
r
o
m
 
a
 
l
o
c
a
l
 
c
o
m
p
a
n
y
 
s
p
e
a
k
s
 
t
o
 
s
t
u
d
e
n
t
s

(
i
.
e
.
 
f
r
o
m
 
i
n
s
u
r
a
n
c
e
 
c
o
.
)
.

S
t
u
d
e
n
t
s
 
p
e
r
f
o
r
m
 
t
h
e
 
j
o
b
 
t
a
s
k
 
b
y
 
u
p
d
a
t
i
n
g
 
t
e
a
c
h
e
r
-
p
r
e
p
a
r
e
d

f
i
l
i
n
g
 
u
n
i
t
.

S
t
u
d
e
n
t
s
 
p
e
r
f
o
r
m
 
t
h
e
 
j
o
b
 
t
a
s
k
 
b
y
 
t
y
p
i
n
g
 
a
 
t
e
a
c
h
e
r
-
p
r
e
p
a
r
e
d

l
i
s
t
 
o
f
 
n
a
m
e
s
 
(
l
i
s
t
 
w
i
l
l
 
i
n
c
l
u
d
e
 
d
e
l
e
t
i
n
g
 
a
n
d
 
a
d
d
i
n
g
 
n
a
m
e
s
)

a
p
p
l
y
i
n
g
 
t
h
e
 
r
u
l
e
s
 
o
f
 
a
l
p
h
a
b
e
t
i
c
 
f
i
l
i
n
g
.

T
a
s
k
-
R
e
l
a
t
e
d

C
o
m
p
e
t
e
n
c
i
e
s

I
n
s
t
r
u
c
t
i
o
n
a
l
 
M
a
t
e
r
i
a
l
s

T
i
t
l
e

M
e
d
i
a

B
i
b
.

K
N
O
W
L
E
D
G
E

A
 
2
,
3
,
7
,
8
,
9

N
U
M
B
E
R
S

B
 
1
,
2

A
P
P
L
I
C
A
T
I
O
N

C
 
1
,
2
,
3
,
5
,
6
,

8

P
H
Y
S
I
C
A
L

D
 
l
a
,
b
,
c
,
d

2
a
/
b

3
c
,
f
,
g

"
C
h
a
r
g
e
 
a
n
d
 
T
r
a
n
s
f
e
r
 
M
e
t
h
o
d
s
"

"
D
a
t
a
 
P
r
o
c
e
s
s
i
n
g
 
a
n
d
 
M
i
c
r
o
f
i
l
m
i
n
g
"

5 5

9
7

9
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U
p
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e
 
f
i
l
e
s

B
a
s
i
c
 
I
n
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r
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a
t
i
o
n
 
f
o
r
 
C
o
o
p
e
r
a
t
i
v
e
 
T
e
a
c
h
i
n
g

S
u
g
g
e
s
t
i
o
n
s
:

P
u
l
l
 
f
i
l
e
s
 
f
r
o
m
 
t
e
a
c
h
e
r
'
s
 
f
i
l
e

c
a
b
i
n
e
t
,
 
h
a
v
e
 
s
t
u
d
e
n
t
 
r
e
f
i
l
e
 
t
h
e

r
e
c
o
r
d
s
 
i
n
 
t
h
e
 
p
r
o
p
e
r
 
o
r
d
e
r
.

L
a
n
g
u
a
g
e
 
o
f
 
t
h
e
 
T
a
s
k

Q
u
a
n
t
i
t
a
t
i
v
e
 
C
o
n
c
e
p
t
s

F
o
l
l
o
w
-
u
p
 
f
i
l
e

C
h
r
o
n
o
l
o
g
i
c
a
l
 
o
r
d
e
r

C
a
r
d
 
t
i
c
k
l
e
r
 
f
i
l
e
s

D
a
t
e
d
 
f
o
l
l
o
w
-
u
p
 
f
o
l
d
e
r
s

P
u
l
l
 
r
e
c
o
r
d
s

I
n
a
c
t
i
v
e
 
f
o
l
d
e
r
s

R
e
m
o
v
e

R
e
p
l
a
c
e

R
e
n
e
w

T
i
m
e
 
r
e
l
a
t
i
o
n
s
h
i
p
 
t
o
 
u
p
d
a
t
i
n
g
 
f
i
l
e
s

S
u
p
p
o
r
t
i
v
e
 
I
n
s
t
r
u
c
t
i
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n
a
l
 
M
a
t
e
r
i
a
l
s
:



S
U

B
C

LU
S

T
E

R
:

T
A

S
K

:
C
o
d
e
:
 
O
B
O
 
-
 
G
0
2
2

G
E
N
E
R
A
L
 
O
F
F
I
C
E
 
C
L
E
R
K
S

R
e
c
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v
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p
a
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m
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o
v
e
r
 
t
h
e
 
c
o
u
n
t
e
r

S
t
u
d
e
n
t
 
N
a
m
e
:

S
h
e
e
t

i
o
f

1
.

P
r
o

S
t
u
e

d
e
n
s
s

c
r
t

B
e
h
a
v
i
o
r
a
l
 
T
a
s
k
 
K
n
o
w
l
e
d
g
e
s
/
T
a
s
k
 
S
k
i
l
l
s

I
n
s
t
r
u
c
t
i
o
n
a
l
 
M
e
t
h
o
d
s

l
n

7
7
W
W

G
i
v
e
n
 
t
h
e
 
n
e
c
e
s
s
a
r
y
 
t
o
o
l
s
,
 
m
a
t
e
r
i
a
l
s
,

0 =
>
.
.
-

r.
4

4-
)
-
0 (a

e
q
u
i
p
m
e
n
t
,
 
a
n
d
 
r
e
q
u
i
s
i
t
e
 
k
n
o
w
l
e
d
g
e
,
 
t
h
e

T
e
a
c
h
e
r
 
o
r
g
a
n
i
z
e
s
 
a
 
f
i
e
l
d
 
t
r
i
p
 
t
o
 
c
r
e
d
i
t
 
d
e
p
a
r
t
m
e
n
t
 
o
f
 
l
a
r
g
e

13
?

,..
l
e
a
r
n
e
r
 
w
i
l
l
:

r
e
t
a
i
l
 
o
r
g
a
n
i
z
a
t
i
o
n
 
o
r
 
c
r
e
d
i
t
 
u
n
i
o
n
 
o
r
 
l
o
a
n
 
o
f
f
i
c
e
.

L
C

M
I

r-
-

4-
)

0-
4

0
C

c
t

E
l

1
.

i
d
e
n
t
i
f
y
 
a
n
d
 
s
i
m
u
l
a
t
e
 
b
a
s
i
c
 
p
r
o
c
e
d
u
r
e
s
/

S
t
u
d
e
n
t
s
 
p
e
r
f
o
r
m
 
t
h
e
 
j
o
b
 
t
a
s
k
 
b
y
 
r
o
l
e
-
p
l
a
y
i
n
g
 
c
u
s
t
o
m
e
r
/
c
l
e
r
k

t
e
c
h
n
i
q
u
e
s
 
f
o
r
 
r
e
c
e
i
v
i
n
g
 
p
a
y
m
e
n
t
s
:

a
.

g
r
e
e
t
s
 
c
u
s
t
o
m
e
r
.

p
a
y
m
e
n
t
 
s
i
t
u
a
t
i
o
n
s
.

b
.

r
e
c
e
i
v
e
s
 
p
a
y
m
e
n
t
/
p
a
y
m
e
n
t
 
r
e
c
o
r
d
s
.

c
.

p
u
l
l
s
 
c
u
s
t
o
m
e
r
'
s
 
r
e
c
o
r
d
s
.

d
.

c
h
e
c
k
s
 
d
u
e
 
d
a
t
e
 
a
n
d
 
b
i
l
l
 
a
m
o
u
n
t
s
.

T
e
a
c
h
e
r
 
d
e
m
o
n
s
t
r
a
t
e
s
 
f
i
l
l
i
n
g
 
o
u
t
 
o
f
 
f
o
r
m
s
 
(
o
b
t
a
i
n
e
d
 
f
r
o
m
 
l
o
c
a
l

f
i
r
m
s
)
 
f
o
r
 
r
e
c
e
i
p
t
 
o
f
 
p
a
y
m
e
n
t
s
.

e
.

c
o
m
p
u
t
e
s
 
b
i
l
l
 
a
m
o
u
n
t
,
 
i
n
t
e
r
e
s
t
,

c
h
a
n
g
e

f
.

o
p
e
r
a
t
e
s
 
c
a
s
h
 
r
e
g
i
s
t
e
r
 
o
r
 
c
h
a
r
g
e

v
a
l
i
d
a
t
o
r
 
(
i
f
 
c
h
e
c
k
 
i
s
 
r
e
c
e
i
v
e
d
,

r
e
c
o
r
d
s
 
a
d
d
i
t
i
o
n
a
l
 
i
n
f
o
r
m
a
t
i
o
n
 
a
s

r
e
q
u
e
s
t
e
d
 
b
y
 
t
h
e
 
c
o
m
p
a
n
y
 
o
r
 
s
u
p
e
r
-

v
i
s
o
r
)
.

g
.

r
e
c
o
r
d
s
/
s
t
a
m
p
s
 
p
a
y
m
e
n
t
 
i
n
f
o
r
m
a
t
i
o
n
.

h
.

d
e
l
i
v
e
r
s
 
m
e
r
c
h
a
n
d
i
s
e
,
 
c
h
a
n
g
e
 
a
n
d

S
t
u
d
e
n
t
s
 
o
b
s
e
r
v
e
 
r
e
c
e
i
v
i
n
g
 
p
a
y
m
e
n
t
s
 
o
v
e
r
 
t
h
e
 
c
o
u
n
t
e
r
 
i
n
 
l
o
c
a
l

s
t
o
r
e
.

T
a
s
k
-
R
e
l
a
t
e
d

I
n
s
t
r
u
c
t
i
o
n
a
l
 
M
a
t
e
r
i
a
l
s

r
e
c
e
i
p
t
 
t
o
 
c
u
s
t
o
m
e
r
.

i
.

f
i
l
e
s
 
c
h
a
r
g
e
 
r
e
c
e
i
p
t
s
.

j
.

p
l
a
c
e
s
 
m
o
n
e
y
 
a
n
d
/
o
r
 
c
h
e
c
k
 
i
n
 
s
a
f
e

o
r
 
d
r
a
w
e
r
.

C
o
m
p
e
t
e
n
c
i
e
s

T
i
t
l
e

M
e
d
i
a

B
i
b
.

K
N
O
W
L
E
D
G
E

A
 
3
,
7
,
8
,
9

N
U
M
B
E
R
S

B
 
2
,
3
,
5
,
6

A
P
P
L
I
C
A
T
I
O
N

C
 
l
a
,
3
,
5
,
6
,
8

P
H
Y
S
I
C
A
L

D
 
l
a
,
h
,
d

2
a
/
b

4
.
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.
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.
.
.
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.
.
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.
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h
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o
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n
t
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r

B
a
s
i
c
 
I
n
f
o
r
m
a
t
i
o
n
 
f
o
r
 
C
o
o
p
e
r
a
t
i
v
e
 
T
e
a
c
h
i
n
g

S
u
g
g
e
s
t
i
o
n
s
:

S
t
u
d
e
n
t
s
 
r
o
l
e
 
p
l
a
y
 
c
l
e
r
k
 
a
n
d

c
u
s
t
o
m
e
r
 
u
s
i
n
g
 
c
a
s
h
 
r
e
g
i
s
t
e
r
.

U
s
e
 
s
a
l
e
s
 
s
l
i
p
s
 
a
n
d
 
r
e
c
e
i
p
t
s

f
o
r
 
M
a
t
h
 
f
o
r
 
E
m
p
l
o
y
m
e
n
t
.

L
a
n
g
u
a
g
e
 
o
f
 
t
h
e
 
T
a
s
k

Q
u
a
n
t
i
t
a
t
i
v
e
 
C
o
n
c
e
p
t
s

P
a
y
m
e
n
t
 
r
e
c
o
r
d

C
u
s
t
o
m
e
r
 
l
e
d
g
e
r

C
h
e
c
k
s

C
a
s
h
 
r
e
g
i
s
t
e
r

c
a
s
h
 
r
e
g
i
s
t
e
r
 
d
r
a
w
e
r

a
m
o
u
n
t
 
k
e
y
s

d
e
p
a
r
t
m
e
n
t
 
k
e
y
s

m
o
t
o
r
 
b
a
r

t
y
p
e
 
o
f
 
t
r
a
n
s
.
 
k
e
y

R
e
c
e
i
p
t
s

C
o
u
r
t
e
s
y

M
o
n
e
y
 
v
a
l
u
e
.

C
o
r
r
e
c
t
 
c
h
a
n
g
e
.

R
e
c
o
r
d
 
p
a
y
m
e
n
t
.

S
a
l
e
s
 
s
l
i
p
:

i
t
e
m
s
 
@

e
a
c
h
 
e
q
u
a
l
s

?
?

S
t
r
e
s
s
 
i
m
p
o
r
t
a
n
c
e
 
o
f
 
g
o
o
d
 
p
a
t
i
e
n
t
/

a
i
d
e
 
c
o
m
m
u
n
i
c
a
t
i
o
n
 
s
k
i
l
l
s
 
w
i
t
h

c
u
s
t
o
m
e
r
s
.

F
i
g
u
r
e
 
i
n
t
e
r
e
s
t
.

S
u
p
p
o
r
t
i
v
e
 
I
n
s
t
r
u
c
t
i
o
n
a
l
 
M
a
t
e
r
i
a
l
s
:

M
a
t
h
e
m
a
t
i
c
s
 
f
o
r
 
E
m
p
l
o
y
m
e
n
t

M
a
f
e
x
 
A
s
s
o
c
i
a
t
e
s
,
 
I
n
c
.

S
i
m
u
l
a
t
e
d
 
o
r
 
r
e
a
l
 
m
o
n
e
y
 
f
o
r
 
m
a
k
i
n
g
 
c
h
a
n
g
e
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N
E
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F
F
I
C
E
 
C
L
E
R
K
S

T
A
S
K
:

D
i
s
b
u
r
s
e
 
p
e
t
t
y
 
c
a
s
h
 
f
u
n
d
s

C
o
d
e
:
 
O
B
O
-
 
0
0
2
3

S
t
u
d
e
n
t
 
N
a
m
e
:

S
h
e
e
t

1
o
f

1

S
t
u
d
e
n
t

P
r
o
g
r
e
s
s

B
e
h
a
v
i
o
r
a
l
 
T
a
s
k
 
K
n
o
w
l
e
d
g
e
s
/
T
a
s
k
 
S
k
i
l
l
s

I
n
s
t
r
u
c
t
i
o
n
a
l
 
M
e
t
h
o
d
s

-
0 w

-
0 w
w
 
W

.
-
-
-

G
i
v
e
n
 
t
h
e
 
n
e
c
e
s
s
a
r
y
 
t
o
o
l
s
,
 
m
a
t
e
r
i
a
l
s
,

T
e
a
c
h
e
r
 
a
n
d
 
s
t
u
d
e
n
t
s
 
d
i
s
c
u
s
s
 
p
r
o
b
l
e
m
s
 
f
r
o
m
 
t
h
e
 
c
a
s
e
 
b
o
o
k
.

O =
>

.
-
-
"
-
-
 
-
0

4
-
)
 
(
o
e
q
u
i
p
m
e
n
t
,
 
a
n
d
 
r
e
q
u
i
s
i
t
e
 
k
n
o
w
l
e
d
g
e
,
 
t
h
e

1
3
>

(
s
)

l
e
a
r
n
e
r
 
w
i
l
l
:

S
t
u
d
e
n
t
s
 
p
e
r
f
o
r
m
 
t
h
e
 
j
o
b
 
t
a
s
k
 
b
y
 
d
i
s
b
u
r
s
i
n
g
 
f
u
n
d
s
 
f
r
o
m
 
a

s
.
_

4
3

c .-
4
-
o
.
-
-
-

0
s
i
m
u
l
a
t
e
d
 
p
e
t
t
y
 
c
a
s
h
 
f
u
n
d
 
f
o
r
 
v
a
r
i
o
u
s
 
s
i
t
u
a
t
i
o
n
s
 
w
h
i
c
h
 
a
r
e

c
1
 
L
E
J

a
s
s
u
m
e
d
 
o
f
f
i
c
e
 
s
i
t
u
a
t
i
o
n
s
.

1
.

i
d
e
n
t
i
f
y
 
a
n
d
 
s
i
m
u
l
a
t
e
 
b
a
s
i
c
 
p
r
o
c
e
d
u
r
e
s
/

t
e
c
h
n
i
q
u
e
s
 
f
o
r
 
d
i
s
b
u
r
s
e
m
e
n
t
 
o
f
 
p
e
t
t
y

c
a
s
h
 
f
u
n
d
s
:

a
.

r
e
c
e
i
v
e
s
 
r
e
q
u
e
s
t
 
f
o
r
 
f
u
n
d
s
.

T
e
a
c
h
e
r
 
e
n
c
o
u
r
a
g
e
s
 
s
m
a
l
l
 
p
e
e
r
 
g
r
o
u
p
 
c
o
o
p
e
r
a
t
i
o
n
 
a
n
d
 
i
n
t
e
r
-

a
c
t
i
o
n
.

b
.

a
s
s
e
m
b
l
e
s
 
c
a
s
h
 
b
o
x
 
a
n
d
 
n
e
c
e
s
s
a
r
y

T
e
a
c
h
e
r
 
m
a
t
c
h
e
s
 
s
u
c
c
e
s
s
f
u
l
 
s
t
u
d
e
n
t
s
 
w
h
o
 
a
r
e
 
i
n
t
e
r
e
s
t
e
d
 
i
n

f
o
r
m
s
.

c
.

r
e
c
o
r
d
s
 
d
i
s
b
u
r
s
e
m
e
n
t
 
o
n
 
f
o
r
m
s
.

d
.

p
r
e
p
a
r
e
s
 
r
e
q
u
e
s
t
 
s
l
i
p
 
f
o
r
 
p
e
t
t
y

c
a
s
h
.

e
.

w
r
i
t
e
s
 
c
h
e
c
k
s
.

f
.

o
b
t
a
i
n
s
 
a
p
p
r
o
v
a
l
 
n
e
e
d
e
d
.

g
.

d
e
l
i
v
e
r
s
 
c
a
s
h
/
c
h
e
c
k
 
t
o
 
p
e
r
s
o
n

r
e
q
u
e
s
t
i
n
g
 
i
.
,

h
.

f
i
l
e
s
 
c
o
p
y
 
o
f
 
p
e
t
t
y
 
c
a
s
h
 
f
o
r
m
s
.

h
e
l
p
i
n
g
 
t
h
o
s
e
 
h
a
v
i
n
g
 
d
i
f
f
i
c
u
l
t
y
.

T
a
s
k
-
R
e
l
a
t
e
d

I
n
s
t
r
u
c
t
i
o
n
a
l
 
M
a
t
e
r
i
a
l
s

i
.

t
a
l
l
i
e
s
 
p
e
t
t
y
 
c
a
s
h
 
f
u
n
d
 
a
t
 
e
n
d
 
o
f

d
a
y
.

j
.

r
e
q
u
e
s
t
s
 
r
e
i
m
b
u
r
s
e
m
e
n
t
 
o
f
 
p
e
t
t
y

c
a
s
h
 
f
u
n
d
s
.

C
o
m
p
e
t
e
n
c
i
e
s

T
i
t
l
e

M
e
d
i
a

B
i
b
.

K
N
O
W
L
E
D
G
E

A
 
2
,
3
,
6
,
7
,
3

S
e
c
r
e
t
a
r
i
e
s
 
o
n
 
t
h
e
 
S
p
o
t

1
3

1
0

N
U
M
B
E
R
S

G
e
n
e
r
a
l
 
O
f
f
i
c
e
 
P
r
a
c
t
i
c
e

1
3

5
B
 
2
.
3
,
5

A
P
P
L
I
C
A
T
I
O
N

C
 
l
a
,
b
,
5
,
8

P
H
Y
S
I
C
A
L

D
 
l
a
,
b

2
a

,



S
U
B
C
L
U
S
T
E
R
:

G
E
N
E
R
A
L
 
O
F
F
I
C
E
 
C
L
E
R
K
S

C
o
d
e
:
 
O
B
O

G
0
2
3

T
A
S
K
:

D
i
s
b
u
r
s
e
 
p
e
t
t
y
 
c
a
s
h
 
f
u
n
d
s

B
a
s
i
c
 
I
n
f
o
r
m
a
t
i
o
n
 
f
o
r
 
C
o
o
p
e
r
a
t
i
v
e
 
T
e
a
c
h
i
n
g

L
a
n
g
u
a
g
e
 
o
f
 
t
h
e
 
T
a
s
k

Q
u
a
n
t
i
t
a
t
i
v
e
 
C
o
n
c
e
p
t
s

P
e
t
t
y
 
c
a
s
h

P
e
t
t
y
 
c

=
3
1
1
 
b
o
x

V
o
u
c
h
e
r
 
s
l
i
p
s

A
u
t
h
o
r
i
z
e
d
 
s
i
g
n
a
t
u
r
e
s

W
o
r
k
 
w
i
t
h
 
m
a
k
i
n
g
 
c
h
a
n
g
e
.

P
r
a
c
t
i
c
e
 
c
o
u
n
t
i
n
g
 
c
a
s
h
.

W
o
r
k
 
u
n
 
h
a
v
i
n
g
 
b
o
x
 
b
a
l
a
n
c
e
 
a
t
 
e
n
d
 
o
f

s
e
v
e
r
a
l
 
t
r
a
n
s
a
c
t
i
o
n
s
.

A
d
d
i
t
i
o
n
 
d
r
-
F
.
I
l
s

S
u
g
g
e
s
t
i
o
n
s
:

U
s
i
n
g
 
t
h
e
 
c
a
s
h
 
r
e
g
i
s
t
e
r
,
 
h
a
v
e
 
s
t
u
d
e
n
t
s

r
o
l
e
 
p
l
a
y
 
c
u
s
t
o
m
e
r
/
c
l
e
r
k
 
s
i
t
u
a
t
i
o
n
s
.

O
l
d
 
c
a
r
t
o
n
s
,
 
c
a
n
s
,
 
a
n
d
 
b
o
t
t
l
e
s
 
c
a
n

m
a
k
e
 
t
h
e
 
t
:
i
t
u
a
t
i
o
n
 
m
o
r
e
 
r
e
a
l
i
s
t
i
c
.

S
a
l
e
 
s
l
i
p
s
 
f
r
o
m
 
M
a
t
h
e
m
a
t
i
c
s
 
f
o
r

E
m
p
l
o
y
m
e
n
t
 
c
a
n
 
a
l
s
o
 
b
e
 
v
e
r
y
 
h
e
l
p
f
u
l
.

H
a
v
e
 
s
t
u
d
e
n
t
s
 
t
a
l
l
y
 
u
p
 
t
h
e
i
r
 
r
e
c
e
i
p
t
s

a
f
t
e
r
 
s
e
v
e
r
a
l
 
s
i
t
u
a
t
i
o
n
s
.

S
i
m
u
l
a
t
e
 
s
a
l
e
s
 
w
i
t
h
 
s
o
f
t
 
d
r
i
n
k
s

b
a
l
a
n
c
e
 
a
t
 
e
n
d
 
o
f
 
d
a
y
.

S
u
p
p
o
r
t
i
v
e
 
I
n
s
t
r
u
c
t
i
o
n
a
l
 
M
a
t
e
r
i
a
l
s
!

S
a
l
e
s
 
s
l
i
p
s

C
a
r
t
o
n
s
 
a
n
d
 
b
o
t
t
l
e
s
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T
A
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P
r
e
p
a
r
i
n
g
 
t
h
e
 
p
a
y
r
o
l
l

C
o
d
e
:
 
O
B
O
 
-
 
G
e
n

S
t
u
d
e
n
t
 
N
a
m
e
:

S
h
e
e
t

1
o
f

P
r
o
g
r
e
s
s

S
t
u
d
 
4
7
1

B
e
h
a
v
i
o
r
a
l
 
T
a
s
k
 
K
n
o
w
l
e
d
g
e
s
/
T
a
s
k
 
S
k
i
l
l
s

I
n
s
t
r
u
c
t
i
o
n
a
l
 
M
e
t
n
o
d
s

-0 C
U 0 = -0 o s
-

4.
,

5
.

V 4,
1 ,
-
-
,
-
-
-
-
-
n

e-
- 0 > = I-
-

au ::. 4-
) U = "C
I 0 ct

C
U ft
3 >
1 o r-
- C
x,

F
.,

G
i
v
e
n
 
t
h
e
 
n
e
c
e
s
s
a
r
y
 
t
o
o
l
s
,
 
m
a
t
e
r
i
a
l
s
,

e
q
u
i
p
m
e
n
t
,
 
a
n
d
 
r
e
q
u
i
s
i
t
e
 
k
n
o
w
l
e
d
g
e
,
 
t
h
e

l
e
a
r
n
e
r
 
w
i
l
l
:

1
.

i
d
e
n
t
i
f
y
 
a
n
d
 
s
i
m
u
l
a
t
e
 
p
r
o
c
e
d
u
r
e
s
 
a
n
d

t
e
c
h
n
i
q
u
e
s
 
f
o
r
 
f
i
g
u
r
i
n
g
 
p
a
y
r
o
l
l
:

a
.

d
e
t
e
r
m
i
n
e
 
e
a
r
n
i
n
g
s
 
o
f
 
g
e
n
e
r
a
l

m
a
n
a
g
e
r
 
a
n
d
 
o
f
f
i
c
e
 
e
m
p
l
o
y
.

b
.

c
o
m
p
u
t
e
 
e
a
r
n
i
n
g
s
 
o
f
 
s
a
l
e
s
m
e
n
.

c
.

c
o
m
p
u
t
e
 
e
a
r
n
i
n
g
s
 
o
f
 
h
o
u
r
l
y
 
p
r
o
d
u
c
-

t
i
o
n
 
w
o
r
k
e
r
s
.

d
.

c
o
m
p
u
t
e
 
e
a
r
n
i
n
g
s
 
o
f
 
p
i
e
c
e
-
r
a
t
e

e
m
p
l
o
y
e
e
s
.

e
.

l
i
s
t
 
e
a
r
n
i
n
g
s
 
o
f
 
e
m
p
l
o
y
e
e
s
 
i
n

p
a
y
r
o
l
l
 
r
e
g
i
s
t
e
r
.

f
.

c
o
m
p
u
t
e
 
a
n
d
 
e
n
t
e
r
 
F
I
C
A
 
t
a
x
.

g
.

c
o
m
p
u
t
e
 
a
n
d
 
e
n
t
e
r
 
I
n
c
o
m
e
 
T
a
x
 
w
i
t
h
-

h
e
l
d
.

h
.

c
o
m
p
u
t
e
 
o
t
h
e
r
 
d
e
d
u
c
t
i
o
n
s
:

1
)
 
g
r
o
u
p
 
i
n
s
u
r
a
n
c
e

2
)
 
h
o
s
p
i
t
a
l
 
i
n
s
u
r
a
n
c
e

3
)
 
u
n
i
o
n
 
d
u
e
s
.

i
.

c
o
m
p
u
t
e
 
t
o
t
a
l
 
d
e
d
u
c
t
i
o
n
s
 
a
n
d
 
n
e
t
 
p
a
y
.

i
.

t
o
t
a
l
 
a
n
d
 
b
a
l
a
n
c
e
 
t
h
e
 
p
a
y
r
o
l
l
 
r
e
g
i
s

t
e
r
.

k
.

p
a
y
 
t
h
e
 
p
a
y
r
o
l
l
:

1
)
 
c
o
m
p
l
e
t
e
 
c
u
r
r
e
n
c
y
 
a
n
a
l
y
s
i
s
 
s
h
e
e
t
.

2
)
 
c
o
m
p
l
e
t
e
 
p
a
y
r
o
l
l
 
c
h
a
n
g
e
 
r
e
q
u
i
s
i
-

t
i
o
n
.

3
)
 
p
r
e
p
a
r
e
 
a
 
v
o
u
c
h
e
r
 
c
h
e
c
k
.

4
)
 
p
r
e
p
a
r
e
 
a
 
p
a
y
 
e
n
v
e
l
o
p
e
.

5
)
 
p
r
e
p
a
r
e
 
a
 
p
a
y
c
h
e
n
K
.

2
.

p
o
s
t
 
t
o
 
t
h
e
 
e
m
p
l
o
y
e
e
'
s
 
e
a
r
n
i
n
g
 
r
e
c
o
r
d
.

S
t
u
d
e
n
t
s
 
p
e
r
f
o
r
m
 
t
h
e
 
j
o
b
 
t
a
s
k
 
b
y
 
p
r
e
p
a
r
i
n
g
 
p
a
y
r
o
l
l
s
 
f
o
r

s
i
t
u
a
t
i
o
n
s
 
s
i
m
u
l
a
t
e
d
 
b
y
 
t
h
e
 
t
e
a
c
h
e
r
.

T
e
a
c
h
e
r
 
c
o
n
c
e
n
t
r
a
t
e
s
 
h
i
s
 
e
f
f
o
r
t
 
w
i
t
h
 
s
t
u
d
e
n
t
s
 
h
a
v
i
n
g

d
i
f
f
i
c
u
l
t
y
.

T
e
a
c
h
e
r
 
e
n
c
o
u
r
a
g
e
s
 
s
m
a
l
l
 
p
e
e
r
 
g
r
o
u
p
 
c
o
o
p
e
r
a
t
i
o
n
 
a
n
d
 
i
n
t
e
r
-

a
c
t
i
o
n
.

1

T
a
s
k
-
R
e
l
a
t
e
d

C
o
m
p
e
t
e
n
c
i
e
s

I
n
s
t
r
u
c
t
i
o
n
a
l
 
M
a
t
e
r
i
a
l
s

T
i
t
l
e

M
e
d
i
a

B
i
b
.

K
N
O
W
L
E
D
G
E

A
 
2
,
3
,
7
,
9

N
U
M
B
E
R
S

B
 
2
,
3
,
5
,
6

A
P
P
L
I
C
A
T
I
O
N

C
 
2
,
5
,
8

P
H
Y
S
I
C
A
L

D
 
l
a
,
c
,
d

2
a 3
c
,
f
,
g

C
l
e
r
i
c
a
l
.
 
P
a
y
r
o
l
l
 
P
r
o
c
e
d
u
r
e
s

1
3

1
2
7



SU
B

C
L
U
S
 
1
E
R

G
E
N
E
R
A
L
 
O
F
F
I
C
E
 
C
L
E
R
K
S

C
o
d
e
:
 
°
B
p

G
0
2
4

T
A
S
K
:

P
r
e
p
a
r
i
n
g
 
t
h
e
 
p
a
y
r
o
l
l

B
a
s
i
c
 
I
n
f
o
r
m
a
t
i
o
n
 
f
o
r
 
C
o
o
p
e
r
a
t
i
v
e
 
T
e
a
c
h
i
n
g

S
u
g
g
e
s
t
i
o
n
s
:

S
t
u
d
e
n
t
s
 
f
i
g
u
r
e
 
h
o
u
r
 
p
e
r
 
w
e
e
k
,

o
v
e
r
t
i
m
e
 
p
a
y
 
a
n
d
 
t
h
e
 
d
i
f
f
e
r
e
n
c
e

b
e
t
w
e
e
n
 
n
e
t
 
a
n
d
 
g
r
o
s
s
 
p
a
y
.

L
a
n
g
u
a
g
e
 
o
f
 
t
h
e
 
T
a
s
k

Q
u
a
n
t
i
t
a
t
i
v
e
 
C
o
n
c
e
p
t
s

T
i
m
e
 
c
a
r
d

P
r
o
d
u
c
t
i
o
n
 
r
e
c
o
r
d

R
e
g
u
l
a
r
 
r
a
t
e

O
v
e
r
t
i
i
c
 
r
a
t
e

R
e
g
u
l
a
f
 
-
-
J
u
r
s

C
o
m
m
i
s
s
i
o
n

B
o
n
u
s

P
a
y
c
h
e
c
k

P
a
y
r
o
l
l
 
r
e
g
i
s
t
e
r

P
e
r
s
o
n
n
e
l
 
r
e
c
o
r
d

E
m
p
l
o
y
e
e
'
s
 
e
a
r
n
i
n
g
 
r
e
c
o
r
d

F
e
d
e
r
a
l
 
i
n
c
o
m
e
 
t
a
x

F
I
C
A
 
t
a
x

H
o
s
p
i
t
a
l
 
i
n
s
u
r
a
n
c
e

C
u
r
r
e
n
c
y
 
a
n
a
l
y
s
i
s
 
s
h
e
e
t

W
o
r
k
 
w
i
t
h
 
s
t
u
d
e
n
t
s
 
o
n
 
d
e
t
e
r
m
i
n
i
n
g

n
u
m
b
e
r
 
o
f
 
h
o
u
r
s
 
w
o
r
k
e
d
 
p
e
r
 
d
a
y

p
e
r

w
e
e
k
.

W
o
r
k
 
w
i
t
h
 
s
t
u
d
e
n
t
s
 
o
n
 
c
a
l
c
u
l
a
t
i
n
g
 
n
e
t

p
a
y
 
-
 
g
r
o
s
s
 
p
a
y
,
 
d
e
d
u
c
t
i
o
n
s
.

W
o
r
k
 
w
i
t
h
 
v
a
r
i
o
u
s
 
u
n
i
t
s
 
o
f
 
t
i
m
e
 
(
s
e
c
-

o
n
d
s
,
 
m
i
n
u
t
e
s
,
 
h
o
u
r
s
.
 
d
a
y
s
,
 
w
e
e
k
s
,
 
e
t
c
.
)

S
u
p
p
o
r
t
i
v
e
 
I
n
s
t
r
u
c
t
i
o
n
a
l
 
M
a
t
e
r
i
a
l
s
:

M
a
t
h
e
m
a
t
i
c
s
 
f
o
r
 
C
i
t
i
z
e
n
s
h
i
p

M
a
f
e
x
 
A
s
s
o
c
i
a
t
e
s
,
 
I
n
c
.



S
U
B
C
L
U
S
T
E
R
:

T
A
S
K
:

C
o
d
e
:
 
O
B
O

G
0
2
5

G
E
N
E
R
A
L
.
 
O
F
F
I
C
E
 
C
L
E
R
K
S

O
p
e
r
a
t
e
 
a
 
b
e
l
t
 
t
y
p
e
 
d
i
c
t
a
t
i
n
g
/
t
r
a
n
s
c
r
i
b
i
n
g
 
u
n
i
t

S
t
u
d
e
n
t
 
N
a
m
e
:

S
h
e
e
t

1
o
f

1

S
t
u
d
e
n
t

P
r
o
g
r
e
s
s

B
e
h
a
v
i
o
r
a
l
 
T
a
s
k
 
K
n
o
w
l
e
d
g
e
s
/
T
a
s
k
 
S
k
i
l
l
s

I
n
s
t
r
u
c
t
i
o
n
a
l
 
M
e
t
h
o
d
s

1
7 C
D o 7
3 o t
i c

7
7 W >"
-
-
C
1

0 > -
c

>
,
-

U 0 7
3

r
t

C
U >
1 o 7
-
1

E
J 1

G
i
v
e
n
 
t
h
e
 
n
e
c
e
s
s
a
r
y
 
t
o
o
l
s
,
 
m
a
t
e
r
i
a
l
s
,

e
q
u
i
p
m
e
n
t
,
 
a
n
d
 
r
e
q
u
i
s
i
t
e
 
k
n
o
w
l
e
d
g
e
,
 
t
h
e

i
c
a
r
n
e
r
 
w
i
l
l
:

1
.

i
d
e
n
t
i
f
y
 
t
h
e
 
d
i
f
f
e
r
e
n
t
 
m
o
d
e
l
s
 
o
r

t
y
p
e
s
 
o
f
 
b
e
l
t
 
t
y
p
e
 
t
r
n
s
c
r
i
b
i
n
g
/
d
i
c
-

t
a
t
i
n
g
 
e
q
u
i
p
m
e
n
t
.

2
.

i
d
e
n
t
i
f
y
 
t
h
e
 
b
a
s
i
c
 
c
o
m
p
o
n
e
n
t
 
p
a
r
t
s

o
f
 
t
h
e
 
d
i
c
t
a
t
i
n
g
/
t
r
a
n
s
c
r
i
b
i
n
g
 
m
a
c
h
i
n
e
.

3
.

d
e
s
c
r
i
b
e
 
t
h
e
 
p
r
o
c
e
d
u
r
e
s
 
f
o
r
 
s
e
t
t
i
n
g
 
u
p

a
n
d
 
o
p
e
r
a
t
i
n
g
 
a
 
g
i
v
e
n
 
d
i
c
t
a
t
i
n
g
/
t
r
a
n
s
-

c
r
i
b
i
n
g
 
u
n
i
t
.

4
.

p
e
r
f
o
r
m
 
t
h
e
 
f
o
l
l
o
w
i
n
g
 
p
r
o
c
e
d
u
r
e
s
/
o
p
e
r
a
-

t
i
o
n
s
 
i
n
 
o
p
e
r
a
t
i
n
g
 
a
 
d
i
c
t
a
t
i
n
g
/
t
r
a
n
s
-

c
r
i
b
i
n
g
 
u
n
i
t
:

a
.

i
n
s
e
r
t
s
 
t
h
e
 
b
e
l
t
 
a
n
d
 
i
n
d
e
x
 
s
l
i
p
.

b
.

a
d
j
u
s
t
s
 
t
h
e
 
v
o
l
u
m
e
 
c
o
n
t
r
o
l
.

c
.

a
d
j
u
s
t
s
 
t
h
e
 
s
p
e
e
d
 
c
o
n
t
r
o
l
 
l
e
v
e
r
.

d
.

a
d
j
u
s
t
s
 
t
h
e
 
t
o
n
e
 
c
o
n
t
r
o
l
.

e
.

a
d
j
u
s
t
s
 
a
n
d
 
o
p
e
r
a
t
e
s
 
t
h
e
 
f
o
o
t
 
c
o
n
-

t
r
o
l
.

f
.

a
d
j
u
s
t
s
 
a
n
d
 
o
p
e
r
a
t
e
s
 
t
h
e
 
s
c
a
n
n
e
r
.

g
.

t
y
p
e
s
 
m
a
t
e
r
i
a
l
 
f
r
o
m
 
d
i
c
t
a
t
i
n
g

e
q
u
i
p
m
e
n
t
.

h
.

e
r
a
s
e
s
 
t
h
e
 
b
e
l
t
s
.

5
.

c
l
e
a
n
s
 
a
n
d
 
d
u
s
t
s
 
t
h
e
 
d
i
c
t
a
t
i
n
g
/
t
r
a
n
s
-

c
r
i
b
i
n
g
 
u
n
i
t
s
 
w
h
e
n
 
n
e
c
e
s
s
a
r
y
.

S
t
u
d
e
n
t
s
 
v
i
e
w
 
f
i
l
m
 
o
n
 
t
r
a
n
s
c
r
i
p
t
i
o
n
 
t
e
c
h
n
i
q
u
e
s
.

S
t
u
d
e
n
t
s
 
p
e
r
f
o
r
m
 
t
h
e
 
j
o
b
 
t
a
s
k
 
b
y
 
t
y
p
i
n
g
 
a
 
r
o
u
g
h
 
d
r
a
f
t
 
c
o
p
y

c
f
 
m
a
t
e
r
i
a
l
 
f
r
o
m
 
a
 
t
e
a
c
h
e
r
-
p
r
e
p
a
r
e
d
 
b
e
l
t
 
a
n
d
 
t
y
p
i
n
g
 
a
 
f
i
n
a
l

c
o
p
y
.

T
e
a
c
h
e
r
 
e
n
c
o
u
r
a
g
e
s
 
s
m
a
l
l
 
p
e
e
r
 
g
r
o
u
p
 
c
o
o
p
e
r
a
t
i
o
n
 
a
n
d
 
i
n
t
e
r
-

a
c
t
i
o
n
.

T
a
s
k
-
R
e
l
a
t
e
d

C
o
m
p
e
t
e
n
c
i
e
s

I
n
s
t
r
u
c
t
i
o
n
a
l
 
M
a
t
e
r
i
a
l
s

T
i
t
l
e

M
e
d
i
a

B
i
b
.

K
N
O
W
L
E
D
G
E

A
 
3
,
7
,
9

N
U
M
B
E
R
S

B
 
2

A
P
P
L
I
C
A
T
I
O
N

C
 
2
,
5
,
8

P
H
Y
S
I
C
A
L

D
 
l
a
,
b
,
c
,
d
,
e

2
a

D
i
c
t
a
t
i
n
g
/
t
r
a
n
s
c
r
i
b
i
n
g
 
u
n
i
t

K
i
t
s
 
a
n
d
 
m
a
n
u
a
l

"
M
a
c
h
i
n
e
 
T
r
a
n
s
c
r
i
p
t
i
o
n
 
M
a
c
h
i
n
e

T
e
c
h
n
i
q
u
e
s
"

1

1
4 8

4
0

2
1

3
0
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G
E
N
E
R
A
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O
F
F
I
C
E
 
C
L
E
R
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C
o
d
e
:
 
O
B
O
 
-
 
G
0
2
5

T
A
S
K
:

V
E

IN
I.1

11
11

11
M

.IM

O
p
e
r
a
t
e
 
a
 
b
e
l
t
 
t
y
p
e
 
d
i
c
t
a
t
i
n
g
/
t
r
a
n
s
c
r
i
b
i
n
g
 
u
n
i
t

B
a
s
i
c
 
I
n
f
o
r
m
a
t
i
o
n
 
f
o
r
 
C
o
o
p
e
r
a
t
i
v
e
 
T
e
a
c
h
i
n
g

'
'
n
g
u
a
g
e
 
o
f
 
t
h
e
 
T
a
s
k

Q
u
a
n
t
i
t
a
t
i
v
e
 
C
o
n
c
e
p
t
s

E
a
r
p
i
e
c
e
 
o
r
 
h
e
a
d
s
e
t

B
e
l
t
 
o
r
 
t
a
p
e

I
n
d
i
c
a
t
o
r
 
s
l
i
p

S
p
e
e
d
 
c
o
n
t
r
o
l

-
d
o
l
u
m
e
 
c
o
n
t
r
o
l

T
o
n
e
 
c
o
n
t
r
o
l

R
o
o
t
 
c
o
n
t
r
o
l

T
r
a
n
s
c
r
i
b
i
n
g
 
m
a
c
h
l
n
e

I
n
t
e
r
p
r
e
t
,
 
n
u
m
b
e
r
s
 
o
r
 
g
r
a
d
u
a
t
i
o
n
 
m
a
t
-
6
.
-

i
n
g
s
 
o
n
 
c
o
n
t
r
o
l
s
 
o
f
 
m
a
c
h
i
n
e
.

S
u
g
g
e
s
t
i
o
n
s
:

S
t
u
d
e
n
t
s
 
i
d
e
n
t
i
f
y
 
t
h
e
 
b
a
s
i
c
 
w
o
r
k
i
n
g

p
a
r
t
s
 
o
f
 
a
 
d
i
c
t
a
t
i
n
g
 
u
n
i
t
.

E
x
p
l
a
i
n
 
i
t
s
 
u
s
e
 
i
n
 
a
n
 
o
f
f
i
c
e
.

D
e
v
e
l
o
p
 
a
 
c
r
o
s
s
w
o
r
d
 
p
u
z
z
l
e
 
f
o
r

t
e
r
m
s
 
t
h
e
 
s
t
u
d
e
n
t
s
 
m
u
s
t
 
k
n
o
w
.

S
u
-
p
p
o
r
t
i
v
e
 
I
n
s
t
r
u
c
t
i
o
n
a
l
 
M
a
t
e
r
i
a
l
:
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U
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S

T
E

R
:

G
E
N
E
R
A
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O
F
F
I
C
E
 
C
L
E
R
K
S

T
A
S
K
:

O
p
e
r
a
t
e
 
a
n
 
a
d
d
r
e
s
s
i
n
g
 
m
a
c
h
i
n
e

C
o
d
e
:
 
0
8
0
 
-
 
G
0
2
6

S
t
u
d
e
n
t
 
N
a
m
e
:

S
h
e
e
t

1
o
f

S
t
u
d
e
n
t

P
r
o
g
r
e
s
s

B
e
h
a
v
i
o
r
a
l
 
T
a
s
k
 
K
n
o
w
l
e
d
g
e
s
/
T
a
s
k
 
S
k
i
l
l
s

I
n
s
t
r
u
c
t
i
o
n
a
l
 
M
e
t
h
o
d
s

10 w 0 = v
o
u
>
1

O L
.

+
3

e. 
. 1

11 w >
,
-
-
-
0

.
-
- > C
10

6-
10>W -

e
-
' =

O
a 

-

w ,
-
-

n
:
: o , 0. E

i .
 . 

0

G
i
v
e
n
 
t
h
e
 
n
e
c
e
s
s
a
r
y
 
t
o
o
l
s
,
 
m
a
t
e
r
i
a
l
s
,

e
q
u
i
p
m
e
n
t
,
 
a
n
d
 
r
e
q
u
i
s
i
t
e
 
k
n
o
w
l
e
d
g
e
,
 
t
h
e

l
e
a
r
n
e
r
 
w
i
l
l
:

1
.

n
a
m
e
 
a
n
d
 
d
e
s
c
r
i
b
e
 
t
h
e
 
f
u
n
c
t
i
o
n
 
o
f

o
p
e
r
a
t
i
n
g
 
c
o
m
p
o
n
e
n
t
s
 
o
f
 
a
 
g
i
v
e
n
 
a
d
d
r
e
s
-

s
i
n
g
 
m
a
c
h
i
n
e
.

2
.

d
e
s
c
r
i
b
e
 
t
h
e
 
p
r
o
c
e
d
u
r
e
s
 
f
o
r
 
s
e
t
t
i
n
g
 
u
p

a
n
d
 
o
p
e
r
a
t
i
n
g
 
a
 
g
i
v
e
n
 
a
d
d
r
e
s
s
i
n
g

m
a
c
h
i
n
e
.

3
.

p
e
r
f
o
r
m
 
t
h
e
 
f
o
l
l
o
w
i
n
g
 
p
r
o
c
e
d
u
r
e
s
 
i
n

o
p
e
r
a
t
i
n
g
 
a
 
g
i
v
e
n
 
a
d
d
r
e
s
s
i
n
g
 
m
a
c
h
i
n
e
.

a
.

m
o
u
n
t
 
p
r
e
-
a
d
d
r
e
s
s
e
d
 
l
a
b
e
l
s
 
o
n

m
a
c
h
i
n
e
 
s
p
i
n
d
l
e
.

b
.

(
o
r
)
 
a
d
j
u
s
t
 
c
o
n
t
r
o
l
s
 
f
o
r
 
s
p
e
c
i
f
i
e
d

n
u
m
b
e
r
s
 
a
n
d
 
l
e
t
t
e
r
s
 
t
o
 
b
e
 
i
m
p
r
i
n
t
e
d
.

c
.

s
t
a
r
t
 
t
h
e
 
m
a
c
h
i
n
e
 
a
n
d
 
o
b
s
e
r
v
e
 
t
h
e

o
p
e
r
a
t
i
o
n
 
o
f
 
t
h
e
m
a
c
h
i
n
e
.

d
.

r
e
t
u
r
n
 
t
h
e
 
m
a
c
h
i
n
e
 
t
o
 
i
t
s
 
n
o
n
-
u
s
e

p
o
s
i
t
i
o
n
.

e
.

r
e
m
o
v
e
 
p
r
o
c
e
s
s
e
d
 
m
a
t
e
r
i
a
l
s
 
f
r
o
m
 
t
h
e

m
a
c
h
i
n
e
.

f
.

c
h
e
c
k
 
a
n
d
 
s
t
a
c
k
 
p
r
o
c
e
s
s
e
d
 
m
a
t
e
r
i
a
l
s
.

o
S
t
u
d
e
n
t
s
 
p
e
r
f
o
r
m
 
t
h
e
 
j
o
b
 
t
a
s
k
 
b
y
 
o
p
e
r
a
t
i
n
g
 
a
d
d
r
e
s
s
i
n
g

m
a
c
h
i
n
e
 
b
y
 
p
r
o
c
e
s
s
i
n
g
 
m
a
t
e
r
i
a
l
 
w
h
i
c
h
 
h
a
s
 
b
e
e
n
 
d
e
s
i
g
n
a
t
e
d

b
y
 
t
h
e
 
t
e
a
c
h
e
r
.

o
P
a
r
a
-
p
r
o
f
e
s
s
i
o
n
a
l
s
 
p
r
o
v
i
d
e
 
s
u
s
t
a
i
n
e
d
 
i
n
v
o
l
v
e
m
e
n
t
 
w
i
t
h

s
t
u
d
e
n
t
s
 
h
a
v
i
n
g
 
d
i
f
f
i
c
u
l
t
y
 
w
i
t
h
 
t
h
i
s
 
t
a
s
k
.

o
T
e
a
c
h
e
r
 
e
n
c
o
u
r
a
g
e
s
 
s
m
a
l
l
 
p
e
e
r
 
g
r
o
u
p
 
c
o
o
p
e
r
a
t
i
o
n
 
a
n
d

i
n
t
e
r
a
c
t
i
o
n
.

T
a
s
k
-
R
e
l
a
t
e
d

C
o
m
p
e
t
e
n
c
i
e
s

I
n
s
t
r
u
c
t
i
o
n
a
l
 
M
a
t
e
r
i
a
l
s

T
i
t
l
e

M
e
d
i
a

B
i
b
.

K
N
O
W
L
E
D
G
E

A
 
3
,
9

N
U
M
B
E
R
S

B
 
2

A
P
P
L
I
C
A
T
I
O
N

C
 
2
,
5
,
8

P
H
Y
S
I
C
A
L

D
 
l
a
,
b
,
c
,
d

2
a

A
d
d
r
e
s
s
i
n
g
 
m
a
c
h
i
n
e

O
p
e
r
a
t
o
r
'
s
 
m
a
n
u
a
l

1

1
3
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U

B
C

LU
S

T
E
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G
E
N
E
R
A
L
 
O
F
F
I
C
E
 
C
L
E
R
K
S

C
o
J
e
:

e
g
o
 
-
 
G
0
2
6

T
A
S
K
:

O
p
e
r
a
t
e
 
a
n
 
a
d
d
r
e
s
s
i
n
g
 
m
a
c
h
i
n
e

B
a
s
i
c
 
I
n
f
o
r
m
a
t
i
o
n
 
f
o
r
 
C
o
o
p
e
r
a
t
i
v
e
 
T
e
a
c
h
i
n
g

I
S
u
g
g
e
s
t
i
o
n
s
:

L
a
n
g
u
a
g
e
 
o
f
 
t
h
e
 
T
a
s
k

Q
u
a
n
t
i
t
a
t
i
v
e
 
C
o
n
c
e
p
t
s

P
r
e
p
a
r
e
 
p
l
a
t
e
s

m
e
t
a
l

p
l
a
s
t
i
c

A
b
b
r
e
v
i
a
t
i
o
n

s
t
a
t
e

s
t
r
e
e
t

r
o
a
d

M
e
t
a
l
 
f
r
a
m
e

D
a
t
a
 
r
e
c
o
r
d
e
r

P
u
l
l
 
p
l
a
t
e

S
t
a
m
p
i
n
g
 
e
n
v
e
l
o
p
e
s

C
o
p
y
 
a
n
d
 
r
e
c
o
r
d
 
n
u
m
b
e
r
s
 
a
n
d
 
i
n
f
o
r
m
a
t
i
o
n

a
c
c
u
r
a
t
e
l
y
.

S
u
p
p
o
r
t
i
v
e
 
I
n
s
t
r
u
c
t
i
o
n
a
l
 
M
a
t
e
r
i
a
l
s
:



OFFICE
MACHINE

OPERATORS

V

INSTRUCTIONAL TASK MODULES

OMO1 Operate an offset duplicating machine

0M02 Operate an electronic calculator

OHO' Operate a rotary calculator

0M04 Operate a key punch machine

0M05 Operate a collator

0M06 Operate a card sorter

83 ci



SU
B

C
L

U
ST

E
R

:
O
F
F
I
C
E
 
M
A
C
H
I
N
E
 
O
P
E
R
/
s
T
O
R
S

T
A
S
K
:

O
p
e
r
a
t
e
 
a
n
 
o
f
f
s
e
t
 
d
u
p
l
i
c
a
t
i
n
g
 
m
a
c
h
i
n
e

C
o
d
e
:
 
O
B
O

0
M
0
1

S
t
u
d
e
n
t
 
N
a
m
e
:

S
h
e
e
t

1
o
f

S
t
u
d
e
n
t

P
r
o
g
r
e
s
s

B
e
h
a
v
i
o
r
a
l
 
T
a
s
k
 
K
n
o
w
l
e
d
g
e
s
/
T
a
s
k
 
S
k
i
l
l
s

I
n
s
t
r
e
c
t
i
o
n
a
l
 
M
e
t
h
o
d
s

-
0 w 0 = 7
:
1 o s
-

4
.
.
1 C

1
J Q
) .
.
-
.
.
0

0 > c 0.
`l

W > 3 0 n -o 0
IL

EW e
o >
1 o .

-
-

C
 1

 ,

G
i
v
e
n
 
t
h
e
 
n
e
c
e
s
s
a
r
y
 
t
o
o
l
s
,
 
m
a
t
e
r
i
a
l
s
,

e
q
u
i
p
m
e
n
t
,
 
a
n
d
 
r
e
q
u
i
s
i
t
e
 
k
n
o
w
l
e
d
g
e
,
 
t
h
e

l
e
a
r
n
e
r
 
w
i
l
l
:

1
.

i
d
e
n
t
i
f
y
 
t
h
e
 
d
i
f
f
e
r
e
n
t
 
m
o
d
e
l
s
 
o
f
 
o
f
f
s
e
t

d
u
p
l
i
c
a
t
i
n
g
 
m
a
c
h
i
n
e
s
.

2
.

i
d
e
n
t
i
f
y
 
a
n
d
 
d
e
s
c
r
i
b
e
 
t
h
e
 
o
p
e
r
a
t
i
o
n
 
o
f
 
t
h
e

m
a
j
o
r
 
c
o
m
p
o
n
e
n
t
s
 
o
f
 
a
 
g
i
v
e
n
 
o
f
f
s
e
t
 
d
u
p
l
i
-

c
a
t
o
r
.

3
.

s
e
l
e
c
t
 
t
h
e
 
a
p
p
r
o
p
r
i
a
t
e
 
g
r
a
d
e
 
o
f
 
p
a
p
e
r
 
f
o
r

t
h
e
 
o
f
f
s
e
t
 
p
r
o
c
e
c
s
.

G
.

p
e
r
f
o
r
m
 
t
h
e
 
f
o
l
l
o
w
i
n
g
 
p
r
o
c
e
d
u
r
e
s
 
i
n
 
o
p
e
r
-

a
t
i
n
b
 
a
 
g
i
v
e
n
 
o
f
f
s
e
t
 
d
u
p
l
i
c
a
t
o
r
 
f
o
r
 
a

l
e
g
i
b
l
e
 
c
o
p
y
:

a
.

p
l
a
c
e
s
 
i
n
k
 
i
n
 
t
h
e
 
f
o
u
n
t
a
i
n
.

b
.

d
i
s
t
r
i
b
u
t
e
s
 
i
n
k
 
t
o
 
t
h
e
 
r
o
l
l
e
r
s
.

f
i
l
l
s
 
t
h
e
 
w
a
t
e
r
 
f
o
u
n
t
a
i
n
.

_
.

d
i
s
t
r
i
b
u
t
e
s
 
t
h
e
 
w
a
t
e
r
 
t
o
 
t
h
e
 
r
o
l
l
e
r
s
.

e
.

b
a
l
a
n
c
e
s
 
t
h
e
 
i
n
k
 
a
n
d
 
w
a
t
e
r
 
s
o
l
u
t
i
o
n
s
.

f
.

p
l
a
c
e
s
 
t
h
e
 
m
a
s
t
e
r
 
o
n
 
t
h
e
 
c
y
l
i
n
d
e
r
.

g
.

m
o
i
s
t
e
n
s
 
t
h
e
 
m
a
s
t
e
r
 
w
i
t
h
 
e
t
c
h
i
n
g
 
s
o
l
u
-

t
i
o
n
.

h
.

l
o
a
d
s
 
p
a
p
e
r
 
i
n
t
o
 
t
h
e
 
f
e
e
d
 
t
r
a
y
.

i
.

o
p
e
r
a
t
e
s
 
d
u
p
l
i
c
a
t
o
r
,
 
e
n
g
a
g
i
n
g
 
s
o
l
u
t
i
o

r
o
l
l
e
r
s
 
a
n
d
 
f
e
e
d
i
n
g
 
a
 
f
e
w
 
s
h
e
e
t
s
 
i
n
t
o

t
h
e
 
m
a
c
h
i
n
e
.

j
.

a
d
j
u
s
t
s
 
t
h
e
 
m
a
c
h
i
n
e
 
t
o
 
i
m
p
r
o
v
e
 
c
o
p
y

q
u
a
l
i
t
y
.

k
.

d
u
p
l
i
c
a
t
e
s
 
d
e
s
i
r
e
d
 
n
u
m
b
e
r
 
o
f
 
c
o
p
i
e
s
.

1
.

d
i
s
e
n
g
a
g
e
s
 
r
o
n
e
r
s
 
a
n
d
 
f
e
e
d
 
m
e
c
h
a
n
i
s
m

f
o
l
l
o
w
i
n
g
 
r
u
n
.

m
.

p
r
e
p
a
r
e
s
 
m
a
t
 
f
o
r
 
s
t
o
r
a
g
e
.

n
.

r
e
m
o
v
e
s
 
m
a
t
 
f
r
o
m
 
c
y
l
i
n
d
e
r
.

o
.

c
l
o
s
e
s
 
d
o
w
n
 
a
n
d
 
c
l
e
a
n
s
 
a
r
e
a
 
a
n
d

m
a
c
h
i
n
e
 
f
o
l
l
o
w
i
n
g
 
u
s
e
.

T
e
a
c
h
e
r
 
o
r
 
p
a
r
a
-
p
r
o
f
e
s
s
i
o
n
a
l
 
p
r
o
v
i
d
e
s
 
s
m
a
l
l
 
g
r
o
u
p
 
d
e
m
o
n
s
t
r
a
-

t
i
o
n
 
o
n
 
o
p
e
r
a
t
i
o
n
 
o
f
 
o
f
f
s
e
t
 
d
u
p
l
i
c
a
t
i
n
g
 
m
a
c
h
i
n
e
.

S
t
u
d
e
n
t
s
 
p
e
r
f
o
r
m
 
t
h
e
 
j
o
b
 
t
a
s
k
 
b
y
 
t
y
p
i
n
g
 
a
 
m
a
s
t
e
r
 
f
r
o
m

r
o
u
g
h
 
d
r
a
f
t
 
a
n
d
 
r
u
n
n
i
n
g
 
c
o
p
i
e
s
 
(
t
o
 
b
e
 
d
e
t
e
r
m
i
n
e
d
 
b
y
 
t
e
a
c
h
e
r
)
.

T
e
a
c
h
e
r
 
m
a
t
c
h
e
s
 
s
u
c
c
e
s
s
f
u
l
 
s
t
u
d
e
n
t
s
 
w
h
o
 
a
r
e
 
i
n
t
e
r
e
s
t
e
d
 
i
n

h
e
l
p
i
n
g
 
t
h
o
s
e
 
h
a
v
i
n
g
 
d
i
f
f
i
c
u
l
t
y
.

P
a
r
a
-
p
r
o
f
e
s
s
i
o
n
a
l
s
 
p
r
o
v
i
d
e
 
s
u
s
t
a
i
n
e
d
 
i
n
v
o
l
v
e
m
e
n
t
 
w
i
t
h

s
t
u
d
e
n
t
s
 
h
a
v
i
n
g
 
d
i
f
f
i
c
u
l
t
y
 
w
i
t
h
 
t
h
i
s
 
t
a
s
k
.

T
a
s
k
-
R
e
l
a
t
e
d

C
o
m
p
e
t
e
n
c
i
e
s

I
n
s
t
r
u
c
t
i
o
n
a
l
 
M
a
t
e
r
i
a
l
s

T
i
t
l
e

M
e
d
i
a

B
i
b
.

K
N
O
W
L
E
D
G
E

A
 
2
,
3
,
7
,
9

N
U
M
B
E
R
S

B
 
2
,
4
a
,
b
,
c
,

5
,
6

A
P
P
L
I
C
A
T
I
O
N

C
 
2
,
5
,
8

P
H
Y
S
I
C
A
L

D
 
l
a
,
b
,
c
,
d

2
b 3
c

O
f
f
s
e
t
 
m
a
c
h
i
n
e

C
o
n
t
a
;
:
t
 
A
.
B
.
 
i
l
i
c
k
 
o
r
 
G
e
s
t
e
t
n
e
r

f
o
r
 
f
u
r
t
h
e
r
 
i
n
f
o
r
m
a
t
i
o
n
 
a
n
d
/
o
r

d
e
m
o
n
s
t
r
a
t
i
o
n

-
-
-
-
-
-
-
-
-
-
.

2
0

1
8



SU
B

C
L

U
ST

E
R

:
O
F
F
I
C
E
 
M
A
C
H
I
N
E
 
O
P
E
R
A
T
O
R
S

C
o
d
e
:

O
B
O
-
 
0
M
0
1

T
A
S
K
:

O
p
e
r
a
t
e
 
a
n
 
o
f
f
s
e
t
 
d
u
p
l
i
c
a
t
i
n
g
 
m
a
c
h
i
n
e

B
a
s
i
c
 
I
n
f
o
r
m
a
t
i
o
n
 
f
o
r
 
C
o
o
p
e
r
a
t
i
v
e
 
T
e
a
c
h
i
n
g

S
u
g
g
e
s
t
i
o
n
s
:

T
h
e
 
c
o
m
p
r
e
h
e
n
s
i
o
n
 
o
f
 
t
h
e
 
m
e
a
n
i
n
g
 
o
f

n
u
m
b
e
r
s
 
i
s
 
n
o
t
 
s
o
 
i
m
p
o
r
t
a
n
t
 
a
s
 
b
e
i
n
g

a
b
l
e
 
t
o
 
s
t
o
p
 
o
r
 
s
t
a
r
t
 
a
 
g
i
v
e
n
 
p
r
o
c
e
s
s

a
t
 
a
 
d
e
f
i
n
i
t
e
 
p
o
i
n
t
 
o
r
 
n
u
m
b
e
r
.

L
a
n
g
u
a
g
e
 
o
f
 
t
h
e
 
T
a
s
k

Q
u
a
n
t
i
t
a
t
i
v
e
 
C
o
n
c
e
p
t
s

D
u
p
l
i
c
a
t
o
r

C
l
o
s
e
 
d
o
w
n

O
f
f
s
e
t

P
h
o
t
o
g
r
a
p
h
y

I
n
k

E
t
c
h
i
n
g
 
s
o
l
u
t
i
o
n

R
o
l
l
e
r
s

M
a
s
t
e
r

M
o
i
_
t
e
n

F
e
e
d
 
t
r
a
y

C
o
p
y

D
i
s
e
n
g
a
g
e

F
e
e
d
 
m
e
c
h
a
n
i
s
m

R
u
n

M
a
t

P
l
a
t
e

R
e
a
d
 
n
u
m
b
e
r
,
 
t
h
e
n
 
s
e
t
 
a
n
 
i
n
d
i
c
a
t
o
r

a
c
c
u
r
a
t
e
l
y
,

R
e
a
d
 
t
o
t
a
l
 
o
n
 
a
n
 
i
n
d
i
c
a
t
o
r
 
a
n
d
 
c
o
p
y

a
c
c
u
r
a
t
e
l
y
 
i
n
 
a
 
d
e
s
i
g
n
a
t
e
d
 
s
p
a
c
e
.

B
e
 
a
b
l
e
 
t
o
 
a
c
c
u
r
a
t
e
l
y
 
m
e
a
s
u
r
e
 
]
.
q
u
i
d

u
s
i
n
g
 
a
 
g
r
a
d
u
a
t
e
d
 
o
r
 
d
e
s
i
g
n
a
t
e
d
 
c
o
n
-

t
a
m
e
r
.

S
u
p
p
o
r
t
i
v
e
 
I
n
s
t
r
u
c
t
i
o
n
a
l
 
M
a
t
e
r
i
a
l
s
:

G
r
a
d
u
a
t
e
d
 
f
l
a
s
k
 
o
r
 
c
u
p

W
a
t
e
r

M
e
c
h
a
n
i
c
a
l
 
c
o
u
n
t
e
r



S
U
B
C
L
O
S
T
E
R
:

O
F
F
I
C
E
 
M
A
C
H
I
N
E
 
O
P
E
R
A
T
O
R
S

T
A
S
K
:

C
o
d
e
:
 
0
F
3

0
m
0
2

O
p
e
r
a
t
e
 
a
n
 
e
l
e
c
t
r
o
n
i
c
 
c
a
l
c
u
l
a
t
o
r

S
t
u
d
e
n
t
 
N
a
m
e
:

.
'
,
e
e
t

1
o
f

1

[
S
t
u
d
e
n
t

P
r
o
g
r
e
s
s

B
e
h
a
v
i
o
r
a
l
 
T
a
s
k
 
K
n
o
w
l
e
d
g
e
s
/
T
a
s
k
 
S
k
i
l
l
s

I
n
s
t
r
u
c
t
i
o
n
a
l
 
M
e
t
h
o
d
s

7
1
 
I
D

w
 
w

W .w
G
i
v
e
n
 
t
h
e
 
n
e
c
e
s
s
a
r
y
 
t
o
o
l
s
,
 
m
a
t
e
r
i
a
l
s
,

T
e
a
c
h
e
r
 
d
i
r
e
c
t
s
 
a
 
s
m
a
l
l
 
g
r
o
u
p
 
d
e
m
o
n
s
t
r
a
t
i
o
n
 
a
n
d
 
d
i
s
c
u
s
s
i
o
n

L
)

>
*
,
-
-
0

e
q
u
i
p
m
e
n
t
,
 
a
n
d
 
r
e
q
u
i
s
i
t
e
 
k
n
o
w
l
e
d
g
e
,
 
t
h
e

o
u
t
l
i
n
i
n
g
 
o
p
e
r
a
t
i
o
n
 
o
f
 
t
h
e
 
e
l
e
c
t
r
o
n
i
c
 
c
a
l
c
u
l
a
t
o
r
.

= -
0

I. 0
4) U

r
0 >
l
e
a
r
n
e
r
 
w
i
l
l
:

s
.
.

r
.
:
-
I
o
.

o
a
.

S
t
u
d
e
n
t
s
 
p
e
r
f
o
r
m
 
t
h
e
 
j
o
b
 
t
a
s
k
 
b
y
 
o
p
e
r
a
t
i
n
g
 
a
n
 
e
l
e
c
t
r
o
n
i
c

c
1
,
9

1
.

i
d
e
n
t
i
f
y
 
t
h
e
 
b
a
s
i
c
 
k
e
y
b
o
a
r
d
 
a
r
r
a
n
g
e
m
e
n
t

c
a
l
c
u
l
a
t
o
r
 
t
o
 
o
b
t
a
i
n
 
a
n
s
w
e
r
s
 
t
o
 
t
e
a
c
h
e
r
-
p
r
e
p
a
r
e
d
 
m
a
t
h

o
f
 
a
 
g
i
v
e
n
 
e
l
e
c
t
r
o
n
i
c
 
c
a
l
c
u
l
a
t
o
r
.

p
r
o
b
l
e
m
s
 
a
n
d

r
e
c
o
r
d
i
n
g
 
a
n
s
w
e
r
s
.

2
.

d
e
s
c
r
i
b
e
 
t
h
e
 
f
u
n
c
t
i
o
n
 
o
r
 
o
p
e
r
a
t
i
o
n
 
o
f

t
h
e
 
b
a
s
i
c
 
c
o
n
t
r
o
l
s
.

T
e
a
c
h
e
r
 
c
o
n
c
e
n
t
r
a
t
e
s
 
h
i
s
 
e
f
f
o
r
t
 
w
i
t
h
 
s
t
u
d
e
n
t
s
 
h
a
v
i
n
g
 
d
i
f
f
i
-

c
u
l
t
y
.

3
.

r
e
c
o
g
n
i
z
e
 
t
h
e
 
c
a
p
a
b
i
l
i
t
i
e
s
 
n
e
c
e
s
s
a
r
y

T
e
a
c
h
e
r
 
m
a
t
c
h
e
s
 
s
u
c
c
e
s
s
f
u
l
 
s
t
u
d
e
n
t
s
 
w
h
o
 
a
r
e
 
i
n
t
e
r
e
s
t
e
d
 
i
n

t
o
 
c
o
m
p
l
e
t
e
 
t
e
a
c
h
e
r
-
g
i
v
e
n
 
j
o
b
 
a
p
p
l
i
-

c
a
t
i
o
n
s
.

h
e
l
p
i
n
g
 
t
h
o
s
e
 
h
a
v
i
n
g
 
d
i
f
f
i
c
u
l
t
y
.

L
i
.

r
.
:
,
.
r
f
o
r
m
 
t
h
e
 
f
o
l
l
o
w
i
n
g
 
b
a
s
i
c
 
o
p
e
r
a
t
i
o
n
s

o
n
 
a
n
 
e
l
e
c
t
r
o
n
i
c
 
c
a
l
c
u
l
a
t
o
r
:

a
.

a
c
,
i
t
i
o
n

b
.

s
u
b
t
r
a
c
t
i
o
n

c
.

m
u
l
t
i
p
l
i
c
a
t
i
o
n

T
a
s
k
-
R
e
l
a
t
e
d

I
n
s
t
r
u
c
t
i
o
n
a
l
 
M
a
t
e
r
i
a
l
s

d
.

d
i
v
i
s
i
o
n

e
.

a
c
c
u
m
u
l
a
t
i
v
e
 
m
u
l
t
i
p
l
i
c
a
t
i
o
n

f
.

n
e
g
a
t
i
v
e
 
m
u
l
t
i
p
l
i
c
a
t
i
o
n

g
.

c
h
a
i
n
 
m
u
l
t
i
p
l
i
c
a
t
i
o
n

h
.

i
n
v
o
i
c
i
n
g

C
o
m
p
e
t
e
n
c
i
e
s

T
i
t
l
e

M
e
d
i
a

B
i
b
.

K
N
O
W
L
E
D
G
E

A
 
3
,
;

E
l
e
c
t
r
o
n
i
c
 
c
a
l
c
u
l
a
t
o
r

1
,
1
4

i
.

p
e
r
c
e
n
t
a
g
e
s

j
.

s
i
m
p
l
e
 
d
i
s
c
o
u
n
t

k
.

c
h
a
i
n
 
d
i
s
c
o
u
n
t
.

N
U
M
B
E
R
S

B
 
2

O
f
f
i
c
e
 
M
a
c
h
i
n
e
s
 
C
o
u
r
s
e
,
 
4
t
h
 
e
d
.

1
3

1
1
9

A
P
P
L
I
C
A
T
I
O
N

C
 
2
,
5
,
8

P
H
Y
S
I
C
A
L

D
 
l
a
,
b
,
c

2
a
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C
o
d
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O
B
O

_
C
i
a
0

T
A
S
K
:

O
F
F
I
C
E
 
M
A
C
H
I
N
E
 
O
P
E
R
A
T
O
R
S

O
p
e
r
a
t
e
 
a
n
 
e
l
e
c
t
r
o
n
i
c
 
c
a
l
c
u
l
a
t
o
r

B
a
s
i
c
 
I
n
f
o
r
m
a
t
i
o
n
 
f
o
r
 
C
o
o
p
e
r
a
t
i
v
e
 
T
e
a
c
h
i
n
g

S
u
g
g
e
s
t
i
o
n
s
:

S
t
u
d
e
n
t
 
m
u
s
t
 
a
c
c
u
r
a
t
e
l
y
 
r
e
a
c
t
 
t
o

n
u
m
b
e
r
s
 
a
n
d
 
c
o
d
e
d
 
s
y
m
b
o
l
s
 
(
a
d
d
 
a
n
d

s
u
b
t
r
a
c
t
,
 
e
t
c
.
)
.

L
a
n
g
u
a
g
e
 
o
f
 
t
h
e
 
T
a
s
k

Q
u
a
n
t
i
t
a
t
i
v
e
 
C
o
n
c
e
p
t
s

E
l
e
c
t
r
o
n
i
c

A
u
t
o
m
a
t
i
z
e
d

C
o
m
p
u
t
e
r

R
e
p
e
t
i
t
i
v
e

I
n
p
u
t

O
u
t
p
u
t

K
e
y
 
d
e
p
r
e
s
s

A
d
d
 
J
r

S
u
b
t
r
a
c
t

M
u
l
t
i
p
l
y
 
x

P
e
r
c
e
n
t
 
%

D
i
s
c
o
u
n
t

N
o
n
-
l
i
s
t
i
n
g

*
C
h
e
c
k
 
w
i
t
h

O
f
f
i
c
e
 
&
 
B
u
s
i
n
e
s
'

i
n
s
t
r
u
c
t
o
r
 
t
o
 
d
e
t
e
r
m
i
n
e
 
t
h
e
 
p
r
o
-

c
e
d
u
r
e
s
 
a
n
d
 
c
o
d
e
s
 
u
s
e
d
 
o
n
 
m
a
c
h
i
n
e
.

U
n
d
e
r
s
t
a
n
d
i
n
g
 
o
f
 
t
h
e
 
b
a
s
i
c
 
n
e
e
d
 
t
o
 
a
d
d
,

s
u
b
s
t
r
a
c
t
,
 
m
u
l
t
i
p
l
y
,
 
d
i
v
i
d
e
.

S
t
u
d
e
n
t

d
o
e
s
 
n
o
t
 
n
e
c
e
s
s
a
r
i
l
y
 
h
a
v
e
 
t
o
 
b
e
 
a
b
l
e
 
t
o

c
o
m
p
u
t
e
 
w
i
t
h
o
u
t
 
m
a
c
h
i
n
e
.

S
t
u
d
e
n
t
 
m
u
s
t
 
i
)
e
 
a
b
l
e
 
t
o
 
m
a
k
e
 
a
n
 
a
c
c
u
-

r
a
t
e
 
c
o
p
y
 
o
r
 
d
u
p
l
i
c
a
t
e
 
t
h
e
 
c
o
r
r
e
c
t

n
u
m
b
e
r
 
o
n
 
a
 
m
a
c
h
i
n
e
.

S
u
p
p
o
r
t
i
v
e
 
I
n
s
t
r
u
c
t
i
o
n
a
l
 
M
a
t
e
r
i
a
l
s
:

O
p
e
r
a
t
o
r
'
s
 
m
a
n
u
a
l
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od
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 O
B

O
 -

0
M
0
3

O
F
F
I
C
E
 
M
A
C
H
I
N
E
 
O
P
E
R
A
T
O
R
S

O
p
e
r
a
t
e
 
a
 
r
o
t
a
r
y
 
c
a
l
c
u
l
a
t
o
r

S
t
u
d
e
n
t
 
N
a
m
e
:

S
h
e
e
t

1
o
f

1

w S
t
u
d
e
n
t

P
r
o
g
r
e
s
s

B
e
h
a
v
i
o
r
i
 
T
a
s
k
 
K
n
o
w
l
e
d
g
 
e
s
/
T
a
s
k
 
S
k
i
l
l
s

I
n
s
t
r
u
c
t
i
o
n
a
l
 
M
e
t
h
o
d
s
=

m
l

7
S
W
W

G
i
v
e
n
 
t
h
e
 
n
e
c
e
s
s
a
r
y
 
t
o
o
l
s
,
 
m
a
t
e
r
i
a
l
s
,

c
u ° M
W r-

>
e
-

"
- 4-
3
-
° A
j
e
q
u
i
p
m
e
n
t
,
 
a
n
d
 
r
e
q
u
i
s
i
t
e
 
k
n
o
w
l
e
d
g
e
,
 
t
h
e

T
e
a
c
h
e
r
 
o
r
g
a
n
i
z
e
s
 
a
 
f
i
e
l
d
 
t
r
i
p
 
t
o
 
l
o
c
a
l
 
b
u
s
i
n
e
s
s
e
s
 
w
h
i
c
h
 
u
s
e

V o s
-

0 > c
0 = -u o

. o C
I,

l
e
a
r
n
e
r
 
w
i
l
l

a
 
v
a
r
i
e
t
y
 
o
f
 
t
h
e
 
t
y
p
e
s
 
o
f
 
m
a
c
h
i
n
e
s
 
b
e
i
n
g
 
s
t
u
d
i
e
d
.

.
9

k
E
j

S
t
u
d
e
n
t
s
 
p
e
r
f
o
r
m
 
t
h
e
 
j
o
b
 
t
a
s
k
 
b
y
 
o
p
e
r
a
t
i
n
g
 
a
 
r
o
t
a
r
y
 
c
a
l
-

l
.

i
d
e
n
t
i
f
y
 
t
h
e
 
b
a
s
i
c
 
k
e
y
b
o
a
r
d
 
a
r
r
a
n
g
e
-

c
u
l
a
t
c
r
 
t
o
 
o
b
t
a
i
n
 
a
n
s
w
e
r
s
 
t
o
 
t
e
a
c
h
e
r
-
p
r
e
p
a
r
e
d
 
m
a
t
h
 
p
r
o
b
l
e
m
s

m
e
n
t
 
o
f

d
g
i
v
e
n
 
r
o
t
a
r
y
 
c
a
l
c
u
l
a
t
o
r
.

a
n
d
 
r
e
c
o
r
c
:
i
n
g
 
a
n
s
w
e
r
s
.

2
.

r
e
c
o
g
n
i
z
e
 
t
h
e
 
c
a
p
a
b
i
l
i
t
i
e
s
 
n
e
c
e
s
s
a
r
y

P
a
r
a
-
p
r
o
f
e
s
s
i
o
n
a
l
s
 
p
r
o
v
i
d
e
 
s
u
s
t
a
i
n
e
d
 
i
n
v
o
l
v
e
m
e
n
t
 
w
i
t
h
 
s
t
u
d
e
n
t
s

t
o
 
c
o
m
p
l
e
t
e
 
t
e
a
c
h
e
r
-
g
i
v
e
n
 
j
o
b
 
a
p
p
l
i
-

c
a
t
i
o
n
s
.

h
a
v
i
n
g
 
d
i
f
f
i
c
u
l
t
y
 
w
i
t
h
 
t
h
i
s
 
L
a
s
k
.

3
.

d
e
s
c
r
i
b
e
 
t
h
e
 
p
r
o
c
e
d
u
r
e
s
 
f
o
r
 
o
p
e
r
a
t
i
o
n

o
f
 
t
h
e
 
b
a
s
i
c
 
c
o
n
t
r
o
l
s
 
o
f
 
a
 
r
o
t
a
r
y

c
a
l
c
u
l
a
t
o
r
.

T
e
a
c
h
e
r
 
c
o
n
c
e
n
t
r
a
t
e
s
 
h
i
s
 
e
f
f
o
r
t
 
w
i
t
h
 
s
t
u
d
e
n
t
s
 
h
a
v
i
n
g

d
i
f
f
i
c
u
l
t
y
.

4
.

p
e
r
f
o
r
m
 
t
h
e
 
f
o
l
l
J
w
i
n
g
 
b
a
s
i
c
 
o
p
e
r
a
t
i
o
n
s

o
n
 
a
 
r
o
t
a
r
y
 
c
a
l
c
u
l
a
t
o
r
:

a
.

a
d
d
i
t
i
o
n

T
a
s
k
-
R
e
l
a
t
e
d

I
n
s
t
r
u
c
t
i
o
n
a
l
 
M
a
t
e
r
i
a
l
s

b
.

s
u
b
t
r
a
-
i
t
i
o
n

c
.

m
u
l
t
i
p
l
i
c
a
t
i
o
n

d
.

d
i
v
i
s
i
o
n

C
o
m
p
e
t
e
n
c
i
e
s

T
i
t
l
e

!
M
e
d
i
a

B
i
b
.

K
N
O
W
L
E
D
G
E

e
.

l
o
c
a
t
e
 
d
e
c
i
m
a
l
 
p
o
s
i
t
i
o
n
 
f
o
r
 
a

g
i
v
e
n
 
o
p
e
r
a
t
i
o
n

A
 
3
,
7

R
o
t
a
r
y
 
c
a
l
c
u
l
a
t
o
r

1

f
.

a
c
c
u
m
u
l
a
t
i
v
e
 
m
u
l
t
i
p
l
i
c
a
t
i
o
n

g
.

n
e
g
a
t
i
v
e
 
m
u
l
t
i
p
l
i
c
a
t
i
o
n

h
.

s
i
m
p
l
e
 
d
i
s
c
o
u
n
t

N
U
M
B
E
R
S

B
 
2

"
A
c
c
o
u
n
t
i
n
g
 
a
n
d
 
C
a
l
c
u
l
a
t
i
n
g

M
a
c
h
i
n
e
s

8
2

i
.

c
h
a
i
n
 
d
i
s
c
o
u
n
t

j
.

p
e
r
c
e
n
t
a
g
e
s
.

A
P
P
L
I
C
A
T
I
O
N

"
M
o
d
e
r
n
 
B
u
s
i
n
e
s
s
 
M
a
c
h
i
n
e
s
"

8
3
2

C
 
2
,
5
,
8

"
H
o
w
 
t
o
 
U
s
e
 
B
u
s
i
n
e
s
s
 
M
a
c
h
i
n
e
s
"

1
4

1
1
7

P
H
Y
S
I
C
A
L

D
 
l
a
,
b
,
c

2
a
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O
P
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R
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C
o
d
e
:
 
°
B
o

0
M
0
3

T
A
S
K
:

O
p
e
r
a
t
e
 
a
 
r
o
t
a
r
y
 
c
a
l
c
u
l
a
t
o
r

B
a
s
i
c
 
I
n
f
o
r
m
a
t
i
o
n
 
f
o
r
 
C
o
o
p
e
r
a
t
i
v
e
 
T
e
a
c
h
i
n
g

S
u
g
g
e
s
t
i
o
n
s
:

S
p
e
c
i
a
l
 
a
t
t
e
n
t
i
o
n
 
m
u
s
t
 
b
e
 
g
i
v
e
n
 
t
o

t
h
e
 
n
e
e
d
 
f
o
r
 
a
c
c
u
r
a
c
y
.

L
a
n
g
u
a
g
e
 
o
f
 
t
h
e
 
T
a
s
k

Q
u
a
n
t
i
t
a
t
i
v
e
 
C
o
n
c
e
p
t
s

K
e
y

D
e
p
r
e
s
s

M
e
c
h
a
n
i
c
a
l

A
d
d
 
+

S
u
b
t
r
a
c
t

M
u
l
t
i
p
l
y
 
x

L
i
s
t
i
n
g

N
o
n
-
l
i
s
t
i
n
g

*
C
h
e
c
k
 
w
i
t
h
 
O
f
f
i
c
e
 
a
n
d
 
B
u
s
i
n
e
s
s

I
n
s
t
r
u
c
t
o
r
 
t
o
 
d
e
t
e
r
m
i
n
e
 
t
h
e
 
p
r
o
-

c
e
d
u
r
e
s
 
a
n
d
 
c
o
d
e
s
 
t
h
a
t
 
t
h
e
 
s
t
u
d
e
n
t

n
e
e
d
s
 
t
o
 
k
n
o
w
 
f
o
r
 
t
h
e
 
m
a
c
h
i
n
e
s

b
e
i
n
g
 
u
s
e
d
.

R
e
s
p
o
n
d
 
p
r
o
p
e
r
l
y
 
t
o
 
t
h
e
 
c
o
d
e
s
 
f
o
r

t
h
e
 
m
a
t
h
e
m
a
t
i
c
a
l
 
p
r
o
c
e
d
u
r
e
s
.

C
o
p
y
 
a
n
d
 
r
e
c
o
r
d
 
a
c
c
u
r
a
t
e
l
y
 
t
h
e

n
u
m
b
e
r
s
 
b
e
i
n
g
 
u
s
e
d
 
i
n
 
t
h
e
 
c
o
m
p
u
t
a
t
i
o
n
s

S
u
p
p
o
r
t
i
v
e
 
I
n
s
t
r
u
c
t
i
o
n
a
l
 
M
a
t
e
r
i
a
l
s
:
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M
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O
F
F
I
C
E
 
M
A
C
H
I
N
E
 
O
P
E
R
A
T
O
R
S

O
p
e
r
a
t
e
 
a
 
k
e
y
 
p
u
n
c
h
 
m
a
c
h
i
n
e

S
t
u
d
e
n
t
 
N
a
m
e
:

S
h
e
e
t

1
o
f

S
t
u
d
e
n
t
'

P
r
o
g
r
e
s
s

B
e
h
a
v
i
o
r
a
l
 
T
a
s
k
 
K
n
o
w
l
e
d
g
e
s
/
T
a
s
k
 
S
k
i
l
l
s

.

I
n
s
t
r
u
c
t
i
o
n
a
l
 
M
e
t
h
o
d
s

1
7 w u M
I a L. 4-
) C

7
7

a
.
) > 0 > C 1-

.4

W >
,

.
.
- U = -C
I 0 1

W -
0 IV >
1

c
5 r- C
L a

G
i
v
e
n
 
t
h
e
 
n
e
c
e
s
s
a
r
y
 
t
o
o
l
s
,
 
m
a
t
e
r
i
a
l
s
,

e
q
u
i
p
m
e
n
t
,
 
a
n
d
 
r
e
q
u
i
s
i
t
e
 
k
n
o
w
l
e
d
g
e
,
 
t
h
e

l
e
a
r
n
e
r
 
w
i
l
l
:

1
.

i
d
e
n
t
i
f
y
 
t
h
e
 
d
i
f
f
e
r
e
n
t
 
m
o
d
e
l
s
 
o
f
 
k
e
y

p
u
n
c
h
 
m
a
c
h
i
n
e
s
.

2
.

n
a
m
e
 
a
n
d
 
d
e
s
c
r
i
b
e
 
t
h
e
 
o
p
e
r
a
t
i
o
n
 
o
f
 
e
a
c
h

o
f
 
t
h
e
 
o
p
e
r
a
t
i
n
g
 
f
e
a
t
u
r
e
s
 
o
f
 
a
 
g
i
v
e
n

k
e
y
 
p
u
n
c
h
 
m
a
c
h
i
n
e
.

3
.

i
d
e
n
t
i
f
y
 
t
h
e
 
b
a
s
i
c
 
k
e
y
b
o
a
r
d
 
a
r
r
a
n
g
e
-

m
e
n
t
 
o
f
 
k
e
y
 
p
u
n
c
h
 
m
a
c
h
i
n
e
.

4
.

d
e
s
c
r
i
b
e
 
t
h
e
 
l
a
y
o
u
t
 
o
f
 
t
h
e
 
k
e
y
 
p
u
n
c
h

c
a
r
d
 
d
e
s
i
g
n
.

5
.

i
d
e
n
t
i
f
y
 
t
h
e
 
s
p
e
c
i
f
i
c
 
c
o
d
e
s
 
o
f
 
a
 
p
r
o
-

g
r
a
m
 
c
a
r
d
 
a
n
d
 
f
u
n
c
t
i
o
n
s
 
p
e
r
f
o
r
m
e
d
 
b
y

e
a
c
h
.

6
.

p
e
r
f
o
r
m
 
t
h
e
 
f
o
l
l
o
w
i
n
g
 
p
r
o
c
e
d
u
r
e
s
 
i
n

o
p
e
r
a
t
i
n
g
 
a
 
k
e
y
 
p
u
n
c
h
 
m
a
c
h
i
n
e
:

a
.

l
o
a
d
 
b
l
a
n
k
 
c
a
r
d
s
 
i
n
 
s
t
a
c
k
e
r
.

b
.

i
n
s
e
r
t
 
p
r
o
g
r
a
m
 
c
a
r
d
.

c
.

s
e
t
 
m
a
c
h
i
n
e
 
s
w
i
t
c
h
e
s
 
f
o
r
 
o
p
e
r
a
t
i
o
n
.

d
.

s
e
t
 
m
a
c
h
i
n
e
 
s
w
i
t
c
h
e
s
 
f
o
r
 
a
u
t
o
m
a
t
i
c

o
p
e
r
a
t
i
o
n
s
.

e
.

k
e
y
p
u
n
c
h
 
d
a
t
a
 
f
r
o
m
 
s
o
u
r
c
e
 
d
o
c
u
m
e
n
t

t
o
 
p
u
n
c
h
e
d
 
c
a
r
d
s
.

f
.

c
l
e
a
r
 
p
u
n
c
h
 
a
n
d
 
r
e
a
d
 
s
t
a
t
i
o
n
.

g
.

r
e
m
o
v
e
 
c
a
r
d
s
 
f
r
o
m
 
s
t
a
c
k
e
r
.

h
.

r
e
m
o
v
e
 
b
l
a
n
k
 
c
a
r
d
s
 
f
r
o
m
 
h
o
p
p
e
r
.

i
.

r
e
m
o
v
e
 
c
a
r
d
 
a
n
d
 
t
u
r
n
 
m
a
c
h
i
n
e
 
o
f
f
.

j
.

c
l
e
a
n
 
u
p
 
w
o
r
k
 
a
r
e
a
.

S
t
u
d
e
n
t
s
 
p
e
r
f
o
r
m
 
t
h
e
 
j
o
b
 
t
a
s
k
 
b
y
 
o
p
e
r
a
t
i
n
g
 
a
 
k
e
y
 
p
u
n
c
h

m
a
c
h
i
n
e
 
b
y
 
p
e
r
f
o
r
m
i
n
g
 
t
e
a
c
h
e
r
-
p
r
e
p
a
r
e
d
 
j
o
b
s
.

S
t
u
d
e
n
t
s
 
r
e
v
i
e
w
 
i
n
s
t
r
u
c
t
i
o
n
a
l
 
m
e
d
i
a
 
(
w
o
r
k
b
o
o
k
s
 
a
n
d
 
f
i
l
m
s
)

o
n
 
k
e
y
 
p
u
n
c
h
 
o
p
e
r
a
t
i
o
n
.

T
a
s
k
-
R
e
l
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t
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d

r
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p
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c
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c
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R
S
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p
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c
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n
e

I
L
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c
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t
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o
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c
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n
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r
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a
t
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o
c
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n
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c
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L
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r
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u
n
c
h
 
O
p
e
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p
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a
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p
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3
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y
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S
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r
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o
p
y
i
n
g
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r
e
c
o
r
d
i
n
g
,

o
r
 
o
t
h
e
r
w
i
s
e
 
d
u
p
l
i
c
a
t
i
n
g
 
n
u
m
b
e
r
s
 
o
r

p
r
o
c
e
d
u
r
e
s
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U
n
d
e
r
s
t
a
n
d
 
t
h
e
 
m
e
a
n
i
n
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o
f
 
1
0
0
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u
r
a
t
e
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S
u
p
p
o
r
t
i
v
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I
n
s
t
r
u
c
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i
o
n
a
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M
a
t
e
r
i
a
l
s
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C
a
p
t
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n
e
d
 
f
i
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e
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d
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h
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e
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E
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E
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O
R
S

T
A
S
K
:

O
p
e
r
a
t
e
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c
o
l
l
a
t
o
r

C
o
d
e
:
 
O
B
O

0
M
0
5

S
t
u
d
e
n
t
 
N
u
i
e
:

S
h
e
e
t

L
 
o
f

2

S
t
u
d
e
n
t

P
r
o
g
r
e
s
s

B
e
h
a
v
i
o
r
a
l
 
T
a
s
k
 
K
n
o
w
l
e
d
g
e
s
/
T
a
s
k
 
S
k
i
l
l
s

I
n
s
t
r
u
c
t
i
o
n
.

1
M
e
t
h
o
d
s

1
7 w S
v
 
)

o S
- 4) C

I
D w > o
o
>
,

> C 0-
1

W >
r
-

.
z
,
.
.
.
%
)

= 17 0 1

W o e-
- a u9

G
i
v
e
n
 
t
h
e
 
n
e
c
e
s
s
a
r
y
 
t
o
o
l
s
,
 
m
a
t
e
r
i
a
l
s
,

e
q
u
i
p
m
e
n
t
 
,

a
n
d
 
r
e
q
u
i
s
i
t
e
 
k
n
o
w
l
e
d
g
e
,
 
t
h
e

l
e
a
r
n
e
r
 
w
i
l
l
:

1
.

i
d
e
n
t
i
f
y
 
d
i
f
f
e
r
e
n
t
 
m
o
d
e
l
s
 
o
f
 
c
o
l
l
a
t
i
n
g

m
a
c
h
i
n
e
s
.

2
.

n
a
m
e
 
a
n
d
 
d
e
s
c
r
i
b
e
 
t
h
e
 
o
p
e
r
a
t
i
o
n
 
o
f
 
e
a
c
h

o
f
 
t
h
e
 
c
o
m
p
o
n
e
n
t
 
f
e
a
t
u
r
e
s
 
o
f
 
a
 
g
i
v
e
n

c
o
l
l
a
t
o
r
.

3
.

d
e
s
c
r
i
b
e
 
t
h
e
 
o
p
e
r
a
t
i
o
n
s
 
p
e
r
f
o
r
m
e
d
 
b
y

a
 
c
o
l
l
a
t
o
r
:

a
.

s
e
q
u
e
n
c
e
 
c
h
e
c
k
i
n
g

b
.

s
e
l
e
c
t
i
n
g

c
.

m
e
r
g
i
n
g

d
.

m
a
t
c
h
i
n
g
.

4
.

d
e
s
c
r
i
b
e
 
t
h
e
 
p
r
o
c
e
d
u
r
e
s
 
f
o
r
 
s
e
t
t
i
n
g
 
u
p

a
n
d
 
o
p
e
r
a
t
i
n
g
 
t
h
e
 
g
i
v
e
n
 
m
a
c
h
i
n
e
 
t
o

p
e
r
f
o
r
m
 
s
p
e
c
i
f
i
c
 
o
p
e
r
a
t
i
o
n
s
.

5
.

p
e
r
f
o
r
m
 
t
h
e
 
f
o
l
l
o
w
i
n
g
 
p
r
o
c
e
d
u
r
e
s
 
i
n

o
p
e
r
a
t
i
n
g
 
t
h
e
 
c
o
l
l
a
t
o
r
:

a
.

a
r
r
a
n
g
e
 
t
h
e
 
c
a
r
d
s
 
f
o
r
 
p
r
o
c
e
s
s
i
n
g
.

b
.

t
u
r
n
 
o
n
 
t
h
e
 
m
a
i
n
 
l
i
n
e
 
s
w
i
t
c
h
.

c
.

i
n
s
e
r
t
 
t
h
e
 
p
r
o
p
e
r
 
c
o
n
t
r
o
l
 
p
a
n
e
l
 
i
n

t
h
e
 
r
e
c
e
p
t
a
c
l
e
.

d
.

r
u
n
 
a
 
c
o
m
p
l
e
t
e
 
j
o
b
 
a
c
c
o
r
d
i
n
g
 
t
o

t
h
e
 
r
e
q
u
i
r
e
m
e
n
t
s
 
o
f
 
a
 
g
i
v
e
n
 
o
p
e
r
a
-

t
i
o
n
.

e
.

j
o
g
g
l
e
 
t
h
e
 
c
a
r
d
s
 
a
n
d
 
p
l
a
c
e
 
t
h
e
m
 
i
n

t
h
e
 
a
p
p
r
o
p
r
i
a
t
e
 
h
o
p
p
e
r
.

f
.

o
p
e
r
a
t
e
 
t
h
e
 
m
a
c
h
i
n
e
.

g
.

i
n
 
i
n
s
t
a
n
c
e
s
 
o
f
 
a
n
 
e
r
r
o
r
 
s
t
o
p
 
t
h
e

m
a
c
h
i
n
e
s
:

S
t
u
d
e
n
t
s
 
r
e
v
i
c

i
l
l
u
s
t
r
a
t
e
d
 
w
o
r
k
b
o
o
k
 
i
n
f
o
r
m
a
t
i
o
n
 
o
n
 
o
p
e
r
a
t
i
o
n

o
f
 
t
h
e
 
c
o
l
l
a
t
o
r
.

P
a
r
a
-
p
r
o
f
e
s
s
i
o
n
a
l
s
 
p
r
o
v
i
d
e
 
s
u
s
t
a
i
n
e
d
 
i
n
v
o
l
v
e
m
e
n
t
 
w
i
t
h
 
s
t
u
d
e
n
t
s

h
a
v
i
n
g
 
d
i
f
f
i
c
u
l
t
y
 
w
i
t
h
 
t
h
i
s
 
t
a
s
k
.

S
t
u
d
e
n
t
s
 
p
e
r
f
o
r
m
 
t
h
e
 
j
o
b
 
t
a
s
k
s
 
b
y
 
o
p
e
r
a
t
i
n
g
 
a
 
c
o
l
l
a
t
o
r

p
e
r
f
o
r
m
i
n
g
 
v
a
r
i
k
i
3
 
t
e
a
c
h
e
r
-
p
r
e
p
a
r
e
d
 
j
o
b
s
.

T
e
a
c
h
e
r
 
e
n
c
o
u
r
a
g
e
s
 
s
m
a
l
l
 
p
e
e
r
 
g
r
o
u
p
 
c
o
o
p
e
r
a
t
i
o
n
 
a
n
d
 
i
n
t
e
r
-

a
c
t
i
o
n
.

-

T
a
s
k
-
R
e
l
a
t
e
d

C
o
m
p
e
t
e
n
c
i
e
s

i
n
s
t
r
u
c
t
i
o
n
a
l
 
M
a
t
e
r
i
a
l
s
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i
t
l
e

M
e
d
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B
i
b
.
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R
S
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P
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l
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c
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M
u
s
t
 
b
e
 
a
b
l
e
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c
o
m
p
a
r
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s
e
q
u
e
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c
e
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s
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o
f
 
c
a
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f

a
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c
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S
t
u
d
e
n
t
 
N
a
m
e
:

S
h
e
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2
o
f
 
2

.
y
.
e
s
s

0 c
u

;
e
n
t

B
e
h
a
v
i
o
r
a
l
 
T
a
s
k
 
K
n
o
w
l
e
d
g
 
e
s
/
T
a
s
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S
k
i
l
l
s

I
n
s
t
r
u
c
t
i
o
n
a
l
 
M
e
t
h
o
d
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w >
,
-w

G
i
v
e
n
 
t
h
e
 
n
e
c
e
s
s
a
r
y
 
t
o
o
l
s
,
 
m
a
t
e
r
i
a
l
s
,

.
i =
> .-

-
,
-

4
.
)
-
0
n
z
i
e
q
u
i
p
m
e
n
t
,
 
a
n
d
 
r
e
q
u
i
s
i
t
e
 
k
n
o
w
l
e
d
g
e
,
 
t
h
e

*
0 o
0 > c

t
i =

-
t
:
)

o r
l
e
a
r
n
e
r
 
w
i
l
l
 
:

4-
3

1-
,

0
4

1
L

O
1
)
 
r
e
m
o
v
e
 
c
a
r
d
s
 
f
r
o
m
 
t
h
e

h
o
p
p
e
r
s
 
a
n
d
 
s
t
a
c
k
e
r
s
.

2
)
 
p
r
e
s
s
 
t
h
e
 
e
r
r
o
r
 
r
e
s
e
t
 
k
e
y
.

3
)
 
p
r
e
s
s
 
t
h
e
 
r
u
n
 
-
o
u
t
.
 
k
e
y
.

4
)
 
c
h
e
c
k
 
t
h
e
 
c
a
r
d
s
 
f
o
r
 
t
h
e

m
i
s
f
i
l
e
d
 
c
a
r
d
.

5
)
 
m
a
n
u
a
l
l
y
 
f
i
l
e
 
t
h
e
 
c
h
e
c
k
e
d
 
c
a
r
d
s
.

6
)
 
r
e
s
t
a
r
t
 
m
a
c
h
i
n
e
.
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R
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c
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p
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h
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c
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O
p
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c
a
r
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o
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t
e
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S
t
u
d
e
n
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N
a
m
e
:

S
h
e
e
t

1
o
f

1

S
t
u
d
e
n
t

P
r
o
g
r
e
s
s

B
e
h
a
v
i
o
r
a
l
 
T
a
s
k
 
K
n
o
w
l
e
d
g
e
s
/
T
a
s
k
 
S
k
i
l
l
s

I
n
s
t
r
u
c
t
i
o
n
a
l
 
M
e
t
h
o
d
s

o = ID o s
.
.
.
. C

w"0 >
'
N
-
J
0

r- 0 > C

C
U >
r
-
-

+
4 mo '
a

c
t

C
U

e
a r

G
i
v
e
n
 
t
h
e
 
n
e
c
e
s
s
a
r
y
 
t
o
o
l
s
,
 
m
a
t
e
r
i
a
l
s
,

e
q
u
i
p
m
e
n
t
,
 
a
n
d
 
r
e
q
u
i
s
i
t
e
 
k
n
o
w
l
e
d
g
e
,
 
t
h
e

l
e
a
r
n
e
r
 
w
i
l
l
:

1
.

n
a
m
e
 
a
n
d
 
d
e
s
c
r
i
b
e
 
t
h
e
 
o
p
e
r
a
t
i
o
n
 
o
f
 
t
h
e

o
p
e
r
a
t
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INSTRUCTIONAL MATERIALS BIBLIOGRAPHY

OFFICE AND BUSINESS OCCUPATIONS CLUSTER

Bib. Ref. No. Information

1. "A Manner of Speaking", Michigan Bell Telephone Company,
1922 Cass, Detroit, Michigan 48226.

2. "Accounting and Calculating Machines", Teaching Aids Inc.
Lambert Building, Suite 202, 200 Nieto Avenue, Long Beach,
California 90803.

3. Agnew, P.L., Office Machine Course, South-Western Publishing
Co., 5101 Madison Road, Cincinnati, Ohio 45227, 1967.

4. Agnew, P.L., Ten-Key Adding-Listing Machine and Printing
Calculator Course, South-Western Publishing Co., 5101 Madison
Road, Cincinnati, Ohio 45227, 1968.

5. Archer, Brecker, Frakes, General Office Practice, Gregg
Division, McGraw-Hill Book Company, Inc., 330 West 42nd
Street, New York, N.Y. 10036.

6. Bernstein, Allen L, Wells, David W., Trouble-Shooting
Mathematics Skills, Holt, Rinehart and Winston, Inc.,
383 Madison Avenue, New York, N.Y. 10017, 1969.

7. "Business Machines", Business Education Visual Aids, 104
West 61 Street, New York, New Ycrk.

8. Cansler, Russell N., Fundamentals of Mimeographing, issued
by School Department, A.B. Dick Company, Chicago, Illinois,
1952.

9. "Correct Telephone Usage", Business Education Films, Film
Center Building, Suite 409, 630 Ninth Avenue, New York, New
York 10036.

10. Cook, Fred S., Editor, Secretaries On The Spot, National
Secretaries Association (International), Kansas City, Missouri
64106, 1967.

11. Dool, Business Machine Exercises, Gregg Division, McGraw-Hill
Book Company, 330 West 42nd Street, New York, New York 10036,
1968.

12. "Duplication By The Spirit Method", Detroit Public Schools,
Catalogue #S8411.

13. "Electric Typewriter Skill Development", filmstrip, developed by
Reiter, Lloyd, Gregg Division, McGraw-Hill Book Company, 330 West
42nd Street, New York, New York 10036.
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14. Filed But Not Forgotten, pamphlet, OZord Filing Supply
Company Inc., Stewart Avenue East, Garden City, New York.

15. "Files and Filing", Young kmerica Films, 330 West 42nd
Street, New York, New `Pork 10036.

16. "Filing Procedures in Business", Coronet Instructional
Films, 65 Ea:it South Water Street, Chicago, Illinois 60601.

17. Gavin, Ruth E, Sabin, William A., Reference Manual for
Stenographers and Typists, Gregg Division, McGraw-Hill Book
Company, 330 West 42nd Street, New York, N.Y. 10036.

18. Gestetner Duplicating Machines (Offset Duplicating Machine)

J9. Guralnik, David B., General Editor, Webster's New World
Dictionary of the American Language, pocket-size edition,
The World Publishing Company, 110 East 59th Street, New York,
New York 10022, 1968.

20. IBM Corporation (photographic duplicating machine)

21. IBM Corporation, IBM Electric Typewriter Division, 545 Madison
Avenue, New York, New York (Teacher's manual, student texts,
16 practice belts, and 4 test belts.)

22. "Improve Your Spelling", Coronet Instructional Films, 65 East
South Water Street, Chicago, Illinois 60601.

23. Integrated Laboratory Program/Clerk Typist, Wayne State University,
Detroit, Michigan, Fred S. Cook, Project Director, 1971.

24. Integrated Laboratory Program/Data Processing, Wayne State
University, Detroit, Michigan,Fred S. Cook, Project Director,
1971.

25. Intro,,Iction to IBM Punch Card Data Processing, IBM, 1/F20-0074-0.,
pamphlet.

26. Introductory Data Processing Teaching Guide, pamphlet, IBM,
1/8316.

27. Jochen, Albert, Shapiro, Benjamin, Vocational English 1, 2, 3,
Globe Book Company, 175 Fifth Avenue, New York, N.Y. 1968.

28. Kahn, Gilbert, Stewart, Jeffrey, R. Jr., Yerian, Theodore, Gregg
Quick Filing Practice, Gregg Division, McGraw-Hill Book Company,
330 West 42nd Street, New York, N.Y. 10036.

29. "Look It Up", Coronet Instructional Film: 65 East South Water
Street, Chicago, Illinois 60601.

30. "Machine TranscriptionMachine Techniques", Castle Films, RCA
Building, 30 Fockefeller Plaza, New York.
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31. "Mimeographing Techniques", Detroit Public Schools, Catalogue
#8172.

32. "Modern Business Machines", Business Education Films, 5113
16th Avenue, Brooklyn, New York 11204.

33. "Office Courtesy--Meeting the Public", Encyclopedia Britannica
Films, Inc,, 1150 Wilmette Avenue, Wilmette, Illinois.

34. "Power Typing", Tapes and Manual, MIND, Inc., 1133 Avenue of
the Americas, New York, New York, 1968.

35. Reigner, Charles D., Office Practice for Typists, The H.M.
Rowe Company, 624 North Gilmor St., Baltimore, Md. 21217, 1960.

36. Rosen, Steve, Cleary, Joseph B., Practical Office Typewriting,
Pitman Publishing Corporation, 6 East 43rd Street, New York,
New York 10017, 1969.

37. Sharp, Walter M., Shell, Walter L., Anderson, George A., The
Diatype Prograr' Student Guide, published by Automata Corporation,
Richland, Washington 99352.

38. "Sound Business", free rental, Continental Illinois Bank and
Trust Company, 231 LaSalle Street, Chicago, Illinois.

39. Stein, Edwin I., Fundamentals of Mathematics, Allyn and Bacon,
Inc., 470 Atlantic Avenue, Boston, Massachusetts, 02210, 1954.

40. Stenocord of America, 3720 48th Avenue, Long Island City, New
York (Student text, teacher's manual, 6 pre-recorded practice
belts, 6 belt inserts, student organizer folder).

41. "Telephone Courtesy", Michigan Bell Telephone Company, 1922 Cass,
Detroit, Michigan 48826.

42. Teletrainer, Michigan Bell Telephone Company, 1922 Cass, Detroit,
Michigan 48826.

43. "The Stencil", filmstrip, A.B. Dick Company.

44. 20,000 Words, compiled by Louis A. Leslie, Gregg Division,
McGraw-Hill Book Company, 330 West 42nd Street, New York, New
York 10036, 1971.

45. United States Post Office in the area.

46. What To Do About Filing, pamphlet, Oxford Filing Supply Company,
Inc., Stewart Avenue East, Garden City, New York.

47. Xerox Corporation (Photographic Duplicating Machine).
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48. "Terms You Must Know", self-learning, teacher-made worksheet
for learning terms needed for handling incoming mail, consists
of study sheet with definitions and exercises for reinforcing
meaning of terms, available through C. Dishaw, Career Oppor-
tunities Center, 2100 Weiss, Saginaw, Michigan 48602.

49. "Handling Incoming Mail, Practical Application Exercise",
teacher-made project with teacher suggestions, performance ob-
jectives and directions for setting up the project (files,
answer sheers, etc.). The project is set up so that students
receive a realistic stack of incoming mail, which they must
handle according to the procedures learned in the mail unit.
Available through C. Dishaw, Career Opportunities Center, 2100
Weiss, Saginaw, Michigan 48602.

50. "Practical Application Exercise, Handling Outgoing Mail", teacher-
made project with performance objectives and directions for
grading. Student receives an "in-basket"-type assortment of jobs
to be prepared for outgoing mail. This is a comprehensive project,
and the student must be able to use the Zip Code Directory, City
Directory, Postal Manual and postal scale, etc. Available through
C. Dishaw, Career Opportunities Center, 2100 Weiss, Saginaw,
Michigan 48602.

51. "You and Your Job", workbook, South-Western Publishing Company,
5101 Madison Avenue, Cincinnati, Ohio 45227, 1967.

52. "Making the Most of Your Job Interview", New York Life Insurance
Company area offices; pamphlet.

53. "How to Get and Hold the Right Job", pamphlet, Department of
Labor, Michigan Employment Security Commission, Lansing, Michigan.

54. "What Employers Want",pamphlet. Science Research Associates, Inc.,
259 East Erie Street, Chicago, Illinois 60611.

55. "Your First Job", pamphlet, Riverside Kiwanis Club, Saginaw,
Michigan.

56. "Can I Get the Job", pamphlet, Public Relations Staff, General
Motors, General Motors Building, Detroit, Michigan 48202.

57. "Preparing for the World of Work", sound filmstrip, Guidance
Associates, Harcourt, Brace and Jovanovich, 757 Third Avenue,
New York, N.Y. 10017.

58. "Opportunities in Clerical Work", film, available through most
local instructional media centers.

59. "Busy Office, Busy People", (fair presentation),Education En-
richment Materials, 83 East Avenue, Norwalk, Connecticut, 06851.

60. "Tinker Toy Communication Game", copy available by writing to
C. Dishaw, Career Opportunities Center, 2100 Weiss, Saginaw,
Michigan 48602.
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61. "Job Interview-Three Young Women", available through most
local instructional media centers.

62. "Your Job Interview", Guidance Associates, Harcourt, Brace and
Jovanovich, 757 Third Avenue, New York, New York 10017.

63. "Personal Grooming", Proctor and Gamble, P.O. Box 599, Cincin-
nati, Ohio 45201.

64. "How to Lose Your Best Customer Without Reallrying",movie,
available through local Michigan Bell office.

65. "Applying for a Job", film, available through most localinstruc-
tional media centers.

66. "Your Personality--The You Others Know", Guidance Associated,
Harcourt, Brace and Jovanovich, 757 Third Avenue, New York, N.Y.
10017.

67. "Getting and Keeping Your First Job", Guidance Associates,
Harcourt, Brace and Jovanovich, 757 Third Avenue, New York, N.Y.
10017.

68. "Teaching Typewriter Parts", a crossword puzzle by Mary L.
Stout, Balance Sheet, May, 1973, page 351.

69. "Typing Methods and Shortcuts, Part 1", Gregg Division, McGraw-
Hill Book Company, 330 West 42nd Street, New York, N.Y. 10036.

70. "A Secretary's Day at Lenox, Inc.", Lenox, Inc.

71. "Basic Forms Typing and Basic Tabulation Typing", Gregg Division,
McGraw-Hill Book Company, 330 West 42nd Street, New York, N.Y.
10036.

72. " Scheaffer Teaching Aids", Educational Service Division, The
W.A. Scheaffer Pen Co., Ft, Madison, Iowa.

73. "Display Typing Principles and Pattern and Manuscript", Gregg
Division, McGraw-Hill Book Company, 330 West 42nd Street, New
York, N.Y. 10036.

74. "Dictionaries", a set of 40 transparencies, Eye Gate House,
146-01 Archer Avenue, Jamaica, New York 11435.

75. "Basj.c Letter Typing", Gregg Division, McGraw-Hill Book Company,
330 West 42nd Street, New York, N.Y. 10036.

76. "ABC'S of Getting and Keeping a Job, Parts 1-8", Eye Gate House,
146-01 Archer Avenue, Jamaica, New York 11435.

77. "Care of Equipment", a set of transparencies, available through
your local 3M office or Minnesota Mining and Manufacturing Co.,
2501 Hudson Road, St. Paul, Minnesota 55119.
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78. "Copying and Duplicating", a set of transparencies available
through your local 3M office or Minnesota Mining and Manufac-
turing Company, 2501 Hudson Road, St. Paul, Minnesota 55119.

79. "Oral Communication", a set of transparencies available
through your local 3M office or Minnesota Mining and Manufac-
turing Company, 2501 Hudson Road, St. Paul, Minnesota 55119.

80. "Business Office--Making Things Happen", Journal Films, 909
West Diversey Parkway, Chicago, Illinois 60614.

81. "Written Communication", a set of transparencies available
through your local 3M office or Minnesota Mining and Manufac-
turing Company, 2501 Hudson Road, St. Paul, Minnesota 55119.

82. "Office Machines", a set of transparencies available through
your local 3M office or Minnesota Mining and Manufacturing
Company, 2501 Hudson Road, St. Paul, Minnesota 55119.

83. "Clerical Occupations and Responsibilities", a set of trans-
parencies available through your local 3M office or Minnesota
Mining and Manufacturing Company, 2501 Hudson Road, St. Paul,
Minnesota 55119.

84. "Basic English, an Individualized Learning Project", ideas for
setting up your own project to individualize basic English con-
cepts, available through C. Dishaw, Career Opportunities Center,
2100 Weiss, Saginaw, Michigan 48602.

85. Punctuation: A Programmed Approach, an individualized approach
to teaching punctuation, South-Western Publishing Company,
5101 Madison Avenue, Cincinnati, Ohio 45227.

86. Reference Manual for Office Personnel, South-Western Publishing
Co., 5101 Madison Avenue, Cincinnati, Ohio 45227.

87. Charm for Miss Teen, Whitcomb and Cochran, Gregg Division,
McGraw-Hill Book Company, 330 West 42nd Street, New York, N.Y.
10036, 1969.

88. Business Correspondence/30, Gregg Division, McGraw-Hill Book
Company, 330 West 42nd Street, New York, N.Y. 10036.

89. Duplicating Machine Processes--Stencil and Fluid, South-Western
Publishing Company, 5101 Madison Avenue, Cincinnati, Ohio 45227.

90. Spelling_ Drills and Exercises Programmed for the Typewriter,
Gregg Division, McGraw-Hill Book Company, New York, N.Y. 10036.

91. "Voice with a Smile", available through Michigan Bell local
office, pamphlet.

92. "The Voice of Your Business", filmstrip available through your
local Michigan Bell office.
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93. "Courtesy Counts", pamphlet, available through local
Michigan Bell office.

94. "Machine Office Practice", practice set, South-Western
Publishing Company, 5101 Madison Avenue, Cincinnati, Ohio
45227.

95. "The 10-Key Adding Machine", Media Systems Corporation, sound,
color slides.

96. "The Printing Calculator", Media Systems Corporation, sound
color slides.

97. "Business Filing--A Series", (#1 Charge and Transfer Methods;
#2 Alphabetic Correspondence; #3 Data Processing and Micro-
film; #4 - Types of Equipment; #5 Alphabetizing Rules; #6 -
Other Finn?, Systems), sound filmstrips, Coronet Instructional
Films, 65 East South Water Street, Chicago, Illinois 60601.

98. "Improving Your Vocabulary", color film, Coronet Instructional
Films, 65 East South Water Street, Chicago, Illinois 60601.

99. "Personality", Frame 1 of Effective Secretarial Practices,
available through Sargent-Welch Scientific Co., 7300 N. Linder
Avenue, Skokie, Illinois 60076, covers: personality, conduct,
courtesy, industriousness, loyalty, etc., filmstrip.

100. "Performance", Frame 2 of Effective Secretarial Practices,
available through Sargent-Welch Scientific Co., 7300 N. Linder
Avenue, Skokie, Illinois 60076, Covers: neatness, accuracy,
efficiency, thoroughness, responsibility, etc.

101. "Effective Communication", Lesson 3 of Effective Secretarial
Practices, available through Sargent-Welch Scientific Co.,
7300 N. Linder Avenue, Skokie, Illinois 60076, covers: the
written word, the spoken word, etc.

102. "Dictionaries", filmstrip, covers simple definitions, what
to find in it, special sections in it, Eye Gate House, 146-01
Archer Avenue, Jamaica, N.Y. 11435.

103. "What Makes a Typewriter Function", Part 1 of "Office Skills",
transparencies, General Aniline and Film Corporation, Audio/
Visual Order Department, 140 W. 51st Street, New York, N.Y. 10020.

104. "How to Make the Typewriter Work Better for You", Part 2 of
"Office Skills", transparencies, General Aniline and Film Corpora-
tion, Audio/Visual Order Department, 140 W. 51st Street, New York,
New York 10020.

105. "Writing a Letter", Part 3 of "Office Skills", transparencies,
General Aniline and Film Corporation, Audio/Visual Order Depart-
ment, 140 W. 51st Street, New York, New York 10020.
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106 "Business Forms", Part 4 of "Office Skills", transparencies,
General Aniline and Film Corporation, Audio/Visual Order
Department, 140 W. 51st Street, New York, N.Y. 10020.

107 "Typing the Manuscript", Part 5 of "Office Skills" transparen-
cies, General Aniline and Film Corporation, Audio/Visual Order
Department, 140 W. 51st Street, New York, N.Y. 10020.

108. "Effective English for Business Communication", textbook, South-
Western Publishing Company, 5101 Madison Avenue, Cincinnati,
Ohio 45227.

109. The Dictionary Game, available through J.C. Penney catalog.

110. Clerical and Civil Service Training, South-Western Publishing
Company, 5101 Madison Avenue, Cincinnati, Ohio 45227.

111. "Dictionary and Other Reference Books", filmstrip, Eye Gate
House, 146-01 Archer Avenue, Jamaica, New York 11435.

i12. "Mimeo and Fluid Techniques" available through A.B. Dick, Co.

113. New York Syllabus, University of New York, State Education
Department, Albany, New York 12224.

114. "Word Call Drill Phrases" available through IBM.

115. "Fun Drills" available through IBM.

116. "Art of Transcription" available through IBM.

117. "How to Use Business Machines, 3rd Edition", Gregg Division,
McGraw-Hill Book Company, 330 West 42nd Street, New York, N.Y.
10036.

118. "EDL Controlled Reader Set 10-K" (set of filmstrips), Gregg
Division, McGraw-Hill Book Company, 330 West 42nd Street, New
York, N.Y. 10036.

119. Office Machines Course, 4th ed., South-Western Publishing Co.,
5101 Madison Avenue, Cincinnati, Ohio 45227.

120. "PDL IBM Card Punch Operator Training", Percepto-films, Perceptual
Development Laboratories, 6767 Southwest Avenue, St. Louis, Mo.

121. business Data Processing, Kahn (text and workbook) McGraw-Hill
Book Company, 330 West 42nd Street, New York, N.Y. 10036.

122. Gregg Typing Book I and II, Gregg Division, McGraw-Hill Book
Company, 330 West 42nd Street, New York, N.Y. 10036.

123. Gregg Letter Style Charts, Gregg Division, McGraw-Hill Book
Company, 330 West 42nd Street, New York, N.Y. 10036.
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124. "Tabulation Typing" (workbook), South-Western Publishing
Company, 5101 Madison Avenue, Cincinnati, Ohio 45227.

125. Gregg Typing Book I and II, Gregg Division, McGraw-Hill
Book Company, 330 West 42nd Street, New York, N.Y. 10036.

126. Large Print Dictionary and Braille Dictionary, Michigan School
for the Blind, 71.5 Willow, Lansing, Michigan.

127. Clerical Payroll Procedures, South-Western Publishing Company,
5101 Madison Avenue, Cincinnati, Ohio 45227.
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TASK-RELATED COMPETENCIES CODE



INSTRUCTIONAL MATERIALS CODE

MEDIA CODE/INDEX

Code Media

1 Demonstration with real objects/materials

2 3-D models Mockups

3 Games Simulators

4 Sound/Slide Programs

5 Filmstrip - Cassette/Record

6 TV - Broadcast, Closed Circuit

7 Video and/or Audio Recorder

8 Film, 16mm - BW/Color, Sound

9 Film loop, 8mm

10 Filmstrip

11 Slides

12 Overhead transparencies

13 Books, Magazines, Texts, Booklets

14 Pamphlets, Brochures, Manuals, Workbooks

15 Newspapers, Cartoons

16 2-D Displays, Charts, Graphs, Posters

17 Drawings, Photographs, Schematics, Maps

18 Opaque Projectuals

19 Telephone, Intercom

20 Other, specify

BIBLIOGRAPHY REFERENCE

Probable Learning Sensations

Vis. Aud. Tac. Kin. Ole. Say.

x x x x x x

x x x x x x

x x x x x x

x x

x x

x x

x x

x x

x

x

x

x

x

x

x

x

x

x

x

. . . complete ordering information for each of the commercially or teacher-
produced instructional materials may be obtained by checking this reference
number in the Instructional Materials Bibliography located in the back of the
Cluster Guide. 109/1(C



TASK-RELATED COMPETENCIES

The task-related competencies are a summation of the specific skills,
understandings, and/or attitudes that are necessary to satisfactorily
accomplish the instructional tasks found in the ten cluster guides. The
following listing is used for interpreting the Task-Related Competency
code numbers found on each task sheet. A more detailed description of
each of the identified competencies can be found either in the Program
Guide or the Project Handbook.

A. SKILLS BASED ON KNOWLEDGE

1. Name one or more items
2 Request supplies and/or equipment
3. Check for accuracy and, if necessary, require correction

of self and/or others
4. Discriminate sound cues, recognize normal sound as opposed

to abnormal sound
5. Identify color
6. Identify form, size, shape, texture
7. Sequencing - Respond by pre-determined plan
8. Write identifying information of persons, places, and/or

objects, serial no., weight, and/or types of products on
slips or tags, etc.

9. Obtain information through sight, shape, size, distance,
motion, color, and other unique characteristics

10. Discriminate olfactory cues

B. CONCEPT OF NUMBERS BASED ON KNOWLEDGE

1. Ordinal
2. Cardinal

a. read numbers and/or copy
b. count and/or record

3. Make change (money)
4. Measure

a. distance
b. weights - volume - balance
c. liquids - solids
d. time (measurement of)
e. degrees of circle

f. temperature, pressure and humidity
g. torque
h. electricity
i. vertical-horizontal

5. Perform simple addition and/or subtraction
6. Perform simple multiplication and/or division
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TASK-RELATED COMPETENC I ES, ,70ntinued. .

C. COMPREHENSION AND PERFORMANCE

1. Forms
a. write
b. file, post and/or mail

2. Match
a. duplicate
b. sort

3. Check lists and/or fill out report forms
4. Time awareness
5. Follow verbal symbol and/or written direction
6. Recognize words (not numbers) or ability to read and/or write
7. Depth perception
8. Ability to select most appropriate solution
9. Concept of distance

D. SKILLS BASED ON PHYSICAL ABILITIES

1. Fine Coordination
a. coordinate eyes and hands or fingers accurately
b. make precise movement
c. move fingers to manipulate objects
d. move hands skillfully - placing and turning motion
e. coordinate hand and foot
f. feeling perceiving objects and materials as to size,

shape, temperature, moisture content, or texture by means
of touch

2. Strength (lifting, carrying, pushing, and/or pulling)
a. sedentary work, 1016 occasionally lifting and/or carrying

small items such as tools, etc.
b. light work, 2011, requires a significant amount of

standing or walking
c. medium work, lifting 5011, frequent lifting and carrying

objects weighing 2511
d. heavy work, frequent lifting and/or carrying up to 5016
e. very heavy work lifting objects in excess 10011, lifting

and/or carrying objects weighing 5011 or more
3. Gross Coordination (climbing and/or balancing)

a. maintain body equilibrium to prevent falling when walking,
standing, crouching, or running on narrow, slippery or
moving surfaces

b. ascend and descend ladders, stairs, scaffolding, ramps,
poles, ropes, using feet and legs and/or hands and arms

c. reaching - extending hands and arms in any directions
d. crawling - moving on knees or hands and feet
e. kneeling - bend legs at knees to rest on knee or knees
f. stooping - bend downward and forward by bending legs

and spine
g. bending downward and forward by bending at the waist
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