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three-phase approach was utilized: (1) the identification of three
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(3) a review of data collecting. The following occupations are
analyzed according to tasks and corresponding skills/knowledges
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Ln irovIriint., relevant c.,;rrieulum for students

concept ot' a three:-proi:mm curricula:

er Lenicr Tre three proi:ramc decided upon

the 11 and

1. Vocational

2. College Preparatory

3. Pro-;cchnical.

The differences between this high school curriculum and

most others were that:

The pre-technical-program filled the gap
between the vocational and the professional
level preparation.

Each of the three programs was direct1,4

related to the student's post high school
plans.

The traditional programs and curriculum had made available

programs that would provide the skills and knowledge for

pupils desiring to enter a vocation or college, but only a

few technical and no pre-technical courses were offered.

This lack of a pre-technical curriculum was not a pro-

blem unique to Duval County Schools. Investigations by

staff members of the Euval Count:. :;clxol 2oard of existing

programs at the local and state followed by con-

sultations with state and national experts in technological

education revealed that no }:fanned program of pre-technical

education at the secondary level existed in the state or in

the nation. Only fragmf,nts of a pre-technical curriculum,



a .t., o t 1 r44,; to rcrrotld to

L:entL:, inductrieL, and ouL:inococ,c

t..ire:,:cnt for a care:11.111y prep :red

cLrri_rn,J1A1,1 at tht ccco:ILIary level.

Lducatton'c fatlure to meet the need fo. 2chnical and

education provided the impetus for this pro-

ject. 'A-nt..; project's ultimate goal is to deve)op a pre-

curriculm which would provide secondary students,

who aspire to technical employment or post secondary tech-

nical education, with the requisite skills, knowledges, and

attributes to respond successfully to current and anticipa-

ted demands of local, state, and national job markets.

Before any curriCulUm could be developed, an assess-

ment had to be made of the kinds of technical occupations

that presently exist in the Northeast Florida area, plus

the associated skills, knowledees, and attributes needed for

these occupations. This sum mary report presents the re-

sult:, of that assessment.

The study was limited to the Uortheast Florida area

and to selected aLeacies because of time and personnel con-

straints. However, there is no reason why the procedures

used in this stun,/ would not be applicable for a wider geo-

Lraphic re ;ion.
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.4 followinc oLjcc

tive: .1th re::-.ct to t,echnirntl oceupation:i in the "Luf:11;Q:::;

felu ..ot.tdhct

1. re identify exit:tinz technical occupa
tion.: and the number of present and antici
paLed eL;ployees in each.

.4. To determine the requisite know- -

led ;c and attributes associated with :Ale -
ceLzful part icipation in each occupation
idLntified in (1).

3. To cluster the technical occupations.

The scope of the study required a threephase approach.

Phase x was the identification of three broad career

clusters in business. These were determined to be:

1. Record Systems dnd Control

2. Secretarial science

3. 1,:arlieting

Special Area Advisory and Review Ccmmittees were establish-

ed in each of the clusters. Each committee was composed of:

1. Area specialists from Florida Junior College
and the Duval County L;chool Board

2. .iorkinc technicians

3. Key representatives from the buoinef.,s field

in Duval County.

The first function of each co.:,ittc(: A:as to prepare a

rough draft survey form of tasks performed in each cluster

area. A tentative list of skills, knowled6es, and attri

butes was also identified at this time. The project staff

was responsible for researching the literature and making
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rcr itrttiv 1:rci'Lv:LZ Lyarvey inctrunt for cach

t:.e identificJ Lt:cier in the ::or

..71orid ;Area ';:hicn cr.4710;yed Ferronnul in technical po-

ei.tL,:nc, and then identified key individuals .within those

MeEe key individuals were contacted by staff

.perconrkll and a job tact: survey instrument war completed

for tecnnical occuvations existinf; within the empioying

^1; least one of the following methods was used to

complete the survey instrument for each occupation.

1. Co :Llpleted by technicians supervisor.

2. Completed by technician.

3. Completed by project staff member from
available job description information.

LI consisted of developing a written survey in-
.

stmment which was mailed to businesses not contacted in

Phase I. This survey was used to supplement the information

obtained in Phase I, and to identify the number of present

and anticipated employees in each occupation. Businesses

tA ntified in Phase II were determined from the following

sources:

A.

3.

5

'ealth Planning Council of Jacksonville

'data Processing Yoanagen nt rissociation

The T:ational Secretaries ntsocition (National)

stir pages of the telephone directory

.rldale-liubbell Law Directory, Volume I

olidated City of Jacksonville Records
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.:rc u:i. 1-;;r1:. 1L.VQ jel 12cr-

fcr.,Af.ce cc-tcl.cL,c in tLe Lu2int2st. ICI,Q d.

totiled of collectinL thc m.::lher of 7reE-ent

and anticLF-teLl e:Iploycec t:as a miled qucs onnaire, This

:;evtlio(.1 %.as : :sleeted for tile following reasons:

1. It allo.ed wic:er coverage and a larger numbet'
of contacts than a personal interview.

2. It was less expensive than a perso;a1 interview.

3. A ::ailed questionnaire allowed the agency re-
presentative to complete it at his leisure.

Follow-ups (personal vi it or telephone) to the ques-

tionnaire were made to agencies that did not return the

survey by a project staff member.

In Phase members of the Special Area Advisory

Committees reviewed the data collected to date. Task forces

composed of consultants and members of each area advisory

committee met individually and in some cases jointly to

expand and compile the lists of tasks and skills in each

of the three areas. used on these lists, a final review

and modification was made by selected committee members.

The results of that review are shown in Chapters 1-5 of

this report.
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cn41.ter i,recc.r.tE a 11:11:1.::-.ary of t'ne nw.-.uer of entry

level and ;ipeeialized tocnical occupations presently ex-

1,ztinc in ortheaL;t norida. The il;atherinz of data from

which t;-.e listc were derived was a continuing activity of

the staff and members of the various advisory committees

throuLiiout Phases I ana II.

Lc) attempt was made by the staff or committees to in

terpret what was meant by various job titles or occupations

in the marketini: cluster. The common titles currently in

tAzA: vj tht:: vaiious buzincases and in were *aced, az

were the job titles listed in the Dictionary of Occupation

al Titles.

Area Number of Occupations
Identified

Itecord Z*stems and Control
A Data Froccseinz 6

eccountint.; 2

II. Secretarial Science 3

III. Market in 13



CHAPTER II

TASK ANALYSIS OF SELECTED OCCUPATIONS IN

BUSINESS RELATED FIELDS

In this chapter, a task analysis for each technical

occupation is Liven. Section I is a task analysis for occu

pations in Recorci Systems and Control; Section II is a task

analysis for occupations in Secretarial Science; and Section

III is a task analysis for occupations in Marketing. Each

section lists the occupation and its identifying code title.

An (X) appearing in the column opposite the task row for a

particular occupation iniicates that that task is performed

in the occupation.

These task lists were compiled from information and sur

veys conducted in Phases I and II. The original task lists

were developed by task forces composed of members of the va

rious advisory committees from job descriptions and publica

tions available on competencies found in business careers.

From the original task lists, a written survey instrument was

developed which could easily be competed by anyone familiar

with the occupations. As businesses were identified who em

ployed individuals in technical positions, they were contac

ted by a staff member, and at least one of the following

methods was used to complete the survey instrument:

1. Completed by technicians supervisor.

2. Completed by technician.

3. Completed by personnel office staff.
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4, Completed by project staff member from
available job description information.

Where several people were employed the jciu

title, an attempt was made to obtain at least three com

pleted surveys on that occupation. In those cases, a con

sensus of the individuals who completed the survey war

cessary before listing that task as being performed in that

occupation.
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TASK ANALYSIS

RECCaD SYSTWiS AND CCNTROL: (DATA PROCESSING)

Job Occupations in Record Systems and Control: (Data

Processing) and Identifying Code Titles (Entry level

and specialized positions)

Title: Code:

Computer Librarian.

Control Clerk 4,

PCAM Equipment Operator

Computer Operator .

Computer Scheduler.

1

2

3

ip

5

Programmer . 6

-12-



BEST COPT AVAILABLE

:VZCORL SYLTE.::S AND CONTROL (DATA PROCESSING)

CODE

JOB E:;TRY TASKS

IIMOM

NM

III
NI!

MI1. Reads Information unched into a card.

2. Codes information to be .unched into cards.

Handles cards properly.

L'mzup machine for punching cards.

5. Plans card layout.

6. Ke unches cards from source document.

7. Verifies cards to check accuracy of key '

....punchinG

8. Duplicates cards to verifier notch and
corrects cards. AAXA

9. Operates sorter for alphabetic sorting. X X X

IC, O crates sorter for numeric sortin XX

11. Operates sorter to group cards* 1111
12. Operates sorter to select specific cards.

1 Operates re roducer.

l' C.erates collator. II

15. Operates interpreter to print punched
data in various locations on the punched
card

11111

IINN

11111

III
X.

161

17*

0 a ra teS tabulator a c CO un t in machine

Computer stem initialization.

1?,, Job l ::ration (set up).

L...

2J.

Comv1,,r system operation. X

Onlif,o ueri heral operation.

13
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BUT co PI AVAILABLE

OC:.;T:t0L (DATA FT.CCESSI%G)

CODE

JC2 E::TliY TASKS el INE
IIM21 Decollate )rinted outnuts

22. :;ur: t printed output.

23. Bind printed output.

ill24. A, 1re problem for solution.

25. Plan :solution steps. MI HI
I 1111.

HIN
Ibl. Ian ua2.§.." Code ssen r_ae.

27. Code program in RPG.

28 Code ro ram in COBOL.

29. Code program in FORTRAN.

.:. Tust and debug diaGyam

111117. Document roc.ram or system.

INN
IIIIIII

WI
pm
Jill

32. Check computer output.

Estimate run times.

4. Schedule work loads.

1,, File computer tapes and cards

36. Keep perpetual inventory of tapes and
cards.

37. Help define machine malfunction to
customer engineer.

38. Consult proper manuals.
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CHAPTER II

TASK ANALYSIS

RECORD SYSTEMS AND CONTROL: (ACCOUNTING)

I. Job Occupations in Record Systems and Control: (Account-

ins) and Identifying Code Titles (Entry level and
specialized positions)

Title:

Accountant.

Iceeper

a a a a

Code:

e a 1

2
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CODE

JOB ENTRY TASKS MS
1. Answer customer's questions on charge account

billin .
X

2. Prepare payroll. in
10Compile and u date the delinquent accounts list.'

4, .,th a computer printout sheet on salesmen,
amount of product sold, and cash receipts
turned in com ile delinquent report. X

5

,receipts

Compile and update list for collection agents

6. Process the request for credit information on a
customer. II

. Typc invoiccc.

IIS. Preare time cards of all emlo ees.

File and update time cards.

10. Process worker time slips.

II
11. Check time cards and post information pertai4ng

to pa roll.

12. Prepare bank deposit.

13. Verif and bank cash receipts

A4 . Chec and compute accounts payable.Check :

X

15. Compile payroll reports and summaries.

16. Post and balance monies for internal accounts.

17. Comput 'alesman's commission. MI
31F-4. comp-!7, accounts receivable data.

11, Record arments received.

0. %cconelle bank statement. 13
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D SYSTF7.3 ;C:0 CC': ROLL ACCOT.TNTTN(1

CODE

JOB ENTRY TASKS 1 2

21. Compile tv.e and reca accounts receivable.

22. Record and ost accounts a able.
X

23. Record and post accounts receivable.
X

21. Com.ute and record financial resort data.
x
4

E.21103.1.
26.

X X

Com.ute a roll chan es.
X

27. Prepare/help prepare bids and estimates of

costs of and services.

28.

_products

Perform tasks related to electronic data
rocessin.

XX

2q, n4,21-1,.rse petty cash fundi.
X

'O. itecelve .a meats over the counter.

31. Prepare journal entries relating to notes
payable.

XX

13. Prepare journal entry. ,

X

1). Prepare W.-2 form for newew _employee.
XX

34. Collect (payroll deductions) and pay to State
and Federal Governments taxes due.

35. Call customers on overdue accounts. X

36.

,.........

Prepare form 1010 schedule C).

_

X

37. Prepare an eight-column work sheet from data
selected,....mfmjaguLaccounts.

X



CHAPTER II

TASK ANALYSIS

SECRETARIAL SCIENCE

II. Job Occupations in Secretarial Science and Identifying
Code Titles (Entry level and specialized positions)

Title: Code:

Legal Secretary. . . 1

Medical. Secretary . 2
4

Executive Secretary 3

Secretary. 4.

Stenographer. 5



SEIRETARIAL SCIENCE

CODE

JOB ENTRY TASKS 1 2

NW
NMI

i XXX

) XXXX

NWII
MN

3 4

X

5

X

1. Take dictation in shorthand.

'2 Take dictation on stcnot .e machine.

3. Transcribe dictation on typewriter.
Transcribe from sound recordings.

,,.....:71 o e and t e routine corres ondences

6. T be business forms.

. Com ile and t eneral reports.
Type various masters and stencils and pre
are multiple co )ies. IX X X

Com ill and t atatiztical ra arta 11111x x

i:.). Greet visitors and send to appropriate
c.fficial XXX XX

11. Give information to callers. XXXX

12. Answer phone and give information to callers. X X XX X

13. Route calls to appropriate official. X XX X X

1 Place out oin calls. XXXXX

MAL

MX
XXIX

X X

:j.i. Araase travel schedules and reservations.

16. Locate and attach appropriate file to
be by emplayza.

1 File correspondence and other records.

18. Keep ursonnel records. X

:'leen .:nutes of staff meetin s. X

2 : . Prey.,,rQ summons, subpoenas, complaints,
MOtiOt I



SE,17. ,V.rtrAT. SCTEICE

CODE

......-
JOB EI'll'ItY TASKS poi 4 5

21. Prepare and type wills, deeds, contracts,
estate papers, resolutions, probate pro

22. Notarize si natures. inX X

31. Arran e conferences and meetin:s. X X

2 Pa bills. NE X X

25. Interview and schedule for prospective
employees.

26. Supervise clerical workers. X

27. Keep reception room neat and orderly. X X

XXXX

X X X

28. Type from straight copy at a speed commen
surate with job entry re 1spiarnents.

29. Make adjustments and minor repairs on the
t e.._ 4y2 r....21t........e.r.

0. Pre are re ort forms and conference minutes. X X X

31. Arrange and keep an accurate log of appoint
ments for clients and customers. XXXX X

32. Handle routine matters pertaining to office
records. X X

33. Choose an appropriate filing system to use
situation. X,XX.......X_X

X
N.

X

X

X

........12paziven
34. Prepare materials for filing,:

55. Open, sort and distribute mail.
36. Record all cash' transactions neatly and

accurately. X X X X. X

X X. Re(oncile montia bank statements. X
-1-

Al.., Prepare and make bank deposits. X X
tXat.....62121dar up to date.



S7,C.RETARIAL SCIENCE

CODE

JOB ENTRY TASKS 12 3 4 5

40. Transcribe historie3, physical examinations,
ccnsultations, diagnostic test reports, and
operative reports for a variety of medical
services.-

41. Type documents from directions given in
medical .hraseolo

2. Anal ze medical records for deficiencies. It

.

43. Interpret legal requirements of preservation
of medical records.

44. Prepare raw data on prepared forms for
future handling_ by computerized systems. XXX

XX45. Operate the ten-key adding machine with
seed and accurac usin the touch s stem.

46. Perform simple to complek mathematical pro-
blems on the semi and fully automatic rotary
and listing calculators. X X

i2.4.121y'ull-ke addiag-listim, machine. X X XX

48. Perform various duplicating operations on
both fluid and stencil duplicating machines
and photo copiers. I

-, .

.

X
4
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TA 5K ANALYSIS

MARKETING

III. Job Occupations in Marketing and Identifying Code
Titles (Entry level and specialized positions)

Title: Code:

Sales Manager. 1

Buyer 2

Receiving Manager ii 3

Displayman. 4

Credit Manager . 5

Credit Interviewer . . 0 . 6

Stock Manager. 7

Professional Salesperson 8

ServiceDeskperson 9

Copywriter. 10

Layout Artist. . . 11

Hotel/Motel Manager. 12

Store Manager. . . . . 13
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REETING

CODE

J02 ENTRY TASKS MI5 6 7 0 '12NI
1. Enforce good housekeeping prac-

tises and care of store.ro ert

2. Verify and adjust prices accor- 111111111111
dinzitsarehouse_price lists.

). Reorder basic stocks. 11111111111111,1

4.
ative and review their merchan-
dise lines.

Talk to manufacturer

5. Supervise department stock
people and sales force and help
in eak eriods.

6. Give sale: force pro4uct infer-
illation, depttr Lime L i L. Advtrk.ibin6
information, and/or new policy
and rocedure information.

Ill

X X X X X

7. Write initial advertising copy 1111111111111111
information.

X
11

8.
cult sales where additional me
Help salesperson with any diffill11111111111111

chandise information is re uired

9. Decide when to mark down mer-
chandise and supervise mark-
downs. XX X

4

1111

10. Supervise the merchandise fix-
ture arrangements on the sales
floor and de.artment dis la s. XX

4r P

.........

11. Work closely with branch or
suburban department managers,
providing them necessary infer -
oration and coordinating their
efforts. X X X X X XXXX X



!,!%7INETING

CODE

JOB ENTRY TASKS CRUM LW

Keep check of fast and slow
moving items, recommending to
buyer their reorder, marking-
down or transfer from one store
to another. II X

13. Keep check on the movement of
dopartment's merchandise from
,:alt of receiving to getting

it on the sellin,*floor.i 1111111
14. Select merchandise and write

purchase orders.
Hill nlif

15. Write merchandise order can-
cellations. XX III

HIMMI
1111 X

X

X

X

16. ?Th srppin1 orders ;Ind follow
through on their deiiveri.

X

Supervise periodic inventories
of stock on selling floor and
in stockroom.

18. Shop competitive departments
in the cit II

X

XIII

lin
19. Estimate future sales based on

past history and current trend.

20. Match receiving papers with
buyer's orders. X

21. Receive incoming shipments of
merchandise.

22. Tally invoices, bills of lading
or delivery tickets.

23. 1-;etcn-iinc discrepancies, losses
aad (.-._-:es and write re.orts.

24. RouteJ packages to proper
de.artmants 111111111111 X
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CODE.

JC3 E.TItY TASKS 1 2 3 4 5 6 7 8 91C12

25. Keep a written record of all
entering merchandise. X ,X X

26. Track down non-delivered mer-
chandise and make claims.

Mill.
X X

27. Check with carriers for lost
merchandise. 11

28. Supervise receiving clerks re-
garding the quick forwarding of
merchandise to proper depart-
ment checkin and marking areas

29. Work with buyers on complaints
of missing and damaged merchan-
dise. IX J___ X

X

X

30.

4=011

Route return-to-vendor mer-
chandise.

31. Arrange displays of merchandise
in store windows or showcases
which will feature selling
oints.

11-

t

an
XX

X X

32. Receive directions via sketches
or verball and imlements.

33. Supervise cleaning of display
windows and fixtures. X.

34. Supervise making of necessary
display sets, backgrounds,
and signs. X X XX

35. Gather, coordinate, and P,ccess
orize merchandise for displays. XX XX

36. Keep informed about seasonal
sales, coming advertisements,
current events, or current
fashions. XXX XXXXXXXX

, . 1
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Y.ARKETING 440(t

CODE

=um..
Jull ENTRY TASKS 1111113111111111111

I 1111
I II

1111111

11

101111111

11111

IN

37. Dress mannequins for displays
and group merchandise to please
the e e.

38. Design and sketch displays and
assist in developing storewide
themes.

ANEW

39. Help set up window displays and
interior store trim under the
direction of the display assis-
tant or manager, and supervise
heliers. 11*X II

40. Help carry equipment for setting
up displays such as ladders
and staplers.

41. Help dismantle displays and re-
turn merchandise to department.

42. Store display fixtures and
su lies. mu

43. Personally interview and help
fill out forms for persons
applying for charge accounts.

IHNII
44. Question applicant's credit

records.

45. 21:411,1sinf=relsT12
credit

stores with whom the credit
as.licant has accounts.

III

11
46. Send form letters advising in-

dividuals whether or not their
accounts have been acce.ted.

IIIIIII II

47. Supply information to credit
bureaus and credit bureau mem-
bers. 1101

1111111111
. onvrt r rnsrer accots

from
e
one

o
t .e

a
to anotherun. 11



MARKETING

CODE

JOB ENTRY TASKS '1E4.56789 211

49. Send out bills and answer cus
tomer comlaints on billin:.

III
X X

50. Change charge addresses for
customers.. . . . 1111 X

OCX

X

11111
51.

. . . . .. .

Call customers when accounts are
delinuent.

52 Balance the slisdajournal.

.

r

X

X
b

X

4 Ire

54. Arrange extension of time for
paying accounts.

55. Send accepted credit applica -.

tions to cooperating bank so
that charge plates can be sent
to customers.

X

,

X

..

56. Specialize in selling a certain
type of merchandise or group of
related merchandise.

57. Develop a customer following
(clientele), who can be called
and informed of new merchandise.

58. Is adept at suggestion selling
and nearly always increases the
amount of the sale.

59. Inform buyer of stock shortages
and customer wants. II II

60. Help keep counters and display
fixtures clean and attractive
and stock neatl arran_ed. ) 11111111111111111111

61. Help with attractively display-
ing merchandise in the depart
ment and keeping displajs fresh. A

X X

X X

X

X

X

X

X62. Send out promotional mail.
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CODE

JCB ENTRY TASKS 1 2 3 4 5 6 7 8 9flt 131

63, Call attention to new sale or
arked down merchandise. X X

64. Trade up during a sale by em-
phasizing qualities of higher
uriced merchandise. FRI

1111

X

65. Advise customer as to current
fashions and .t les.

66. Assist customer in trying on
and fittin- Tarments

6 2.....all.9 hone. I 1111

i 1

68. Call fitter or make appointment
for fitting if alterations are
ileedd.

X
NomminMAN69. Answer customer questions on

advertised merchandise.

70. Communicate clearly on complex
roduct service features.

71. Analyze customer needs by mea-
surement and calculation.

1111111111111
X
!III

72. Maintain package checking ser-
vice for customers.

111111111111111
73. Make special orders for cus-

tamers.

74. Answer customer questions by
telephone. ONIIIX,

75. Take and relay messages to IMMINmana ement.

customer complaints.
76. Handle refunds., exchanges, and 11111

27. Handle none orders.

78 Schedule rerair service calls. 111 MINIM

28-



=KETING

CODE

JCB ENTRY TASKS Ill 7 ME 8111111
79. Cbtain needed art work to pro-

duce brochures and handbills.

80. Establish copy theme and write
appropriate co for la out.

1111111

I III
111111118l. Fit copy; figure how much copy

will fit in the re uired s ace.

82. Check availability of merchan-
dise before ad runs. XX

83. Align similar merchandise on
same ads 1111

Ill

.

MIIIIIIM
1111111

XX

XII

XIX84. Check price points for conform-
it

85. Learn tho points to .be streco*
about each article

86. Obtain needed customer benefits
(selling points) of merchandise
for cimp9ELuspntation.

87. Arrange illustrations and copy

111.PLEZEILEUPe. 1111111111XX
88 Cli tear sheets. 111111111E1011

89. Check ad to assure it conforms
with company policy and govern-
ment regulations. 11111 X X X

IMPINIMPRO.W.POOMMI.M.M

90. Take stock counts as directed
b su ervisor. X111111 11

91. Keep records and compile re-
orts.

111
XX
!IN

X
gl

92 Schedule the working hours and
reliefs of emao ees. X

111111111111

111111111
93. Explain limits and terms of

different type accounts to
customers s
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CODE

JOB ENTRY TASKS 1 2 3 4 5 6 7'8:9,1C;d1-

9 . Promote .,00d customer relations. X XXS X X X XX XX X' XX

95. Help train new personnel in
department.

t

XXXXXXXXXXXXX

'a

-..,

r

.

9C. Implement procedures for cost
and quality control. X X

1. " I

X

.

IP
.

r

X X

97. Promote store/community public
relations.

0-

XX

4

X X X XXX

IP 1

XX

98. Plan for interstore activi
ties X XX

, .

X X XXXXX

99. Complies with governmental reg
ulations.

,00. Maintain inventories and esta
blish replacement procedures
for euiment and furnishinls
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107 TASK SKILLS/KNOWLEMES ANALYSIS IN THE
BUSINESS FIELD

This chapter presents the skills and/or knowledges

for each task listed in Chapter II. The identification

f these skills and knowledges was made utilizing the

following resources:

1. Consultants with expertise in the
appropriate area.

2. Area specialidts from Florida Junior
College and the Duval County School
Board.

3. Job description information from business
and industry.

4. Publications on business careers.

A review of the skills and knowledges was made by members

of the advisory committee before final approval. However,

the skills and knowledges listed should not be considered

as final. Each listing will be updated and revised as

curriculum is developed in the second year of the project.
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K
e
c
p
 
p
e
r
p
e
t
u
a
l
 
i
n
v
e
n
t
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r
y

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

I
l
d
p
 
d
e
f
i
n
e
 
m
a
c
h
i
n
e
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a
l
-

f
u
n
c
t
i
o
n
s
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o
 
c
u
s
t
o
m
e
r

e
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;
d
i
c
e
r
.
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.
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o
n
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u
l
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P
r
o
p
e
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M
a
n
u
a
l
s
.
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4
.
3

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

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

3
4
.
4

S
k
i
l
l
 
i
n
 
a
s
s
i
g
n
i
n
g
 
p
r
i
o
r
i
t
i
e
s
.

7
-
5
.
1

S
k
i
l
l
 
i
n
 
h
a
n
d
l
i
n
g
 
a
n
d
 
p
r
o
v
i
d
i
n
-

t
i
o
n
s
 
i
n
p
u
t
/
o
u
t
p
u
t
 
m
e
t
l
i
a
.

3
5
.
2

K
n
o
w
l
e
d
g
e
 
o
f
 
l
i
b
r
a
r
y
 
p
r
o
c
e
d
u
r
e
s

q
u
e
s
.

i
d
e
n
t
i
f
i
c
a
-

a
n
d
 
t
e
c
h
n
i
-

3
5
.
3

S
k
i
l
l
 
i
n
 
s
a
f
e
g
u
a
r
d
i
n
g
 
t
y
p
e
s
 
:
:
n
d
 
c
a
r
d
s
.

3
6
.
1

S
k
i
l
l
 
i
n
 
h
a
n
d
l
i
n
g
 
a
n
d
 
p
r
o
v
i
d
i
n
g
 
i
d
e
n
t
i
f
i
c
a
-

t
i
o
n
s
 
i
n
p
u
t
/
o
u
t
p
u
t
 
m
e
d
i
a
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.
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2
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e
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e
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s
i
c
 
m
a
t
h
e
m
a
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i
c
s
.
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6
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3
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o
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l
e
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e
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f
 
i
n
v
e
n
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e
c
h
n
i
q
u
e
.
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4
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o
w
l
e
d
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e
 
o
f
 
p
r
o
c
e
d
u
r
e
s
 
f
o
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r
d
e
r
i
n
g
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u
p
p
l
i
e
s
.
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7
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i
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d
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n
t
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i
n
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a
c
h
i
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m
a
l
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u
n
c
t
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r
e
n
t
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p
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u
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s
.

3
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2
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k
i
l
l
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n
 
p
e
r
f
o
r
m
i
n
g
 
r
e
c
o
v
e
r
y
 
p
r
o
c
e
d
u
r
e
s
.
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3
8
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1

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

o
f
 
m
a
n
u
a
l
s
.

3
8
.
2

S
k
i
l
l
 
i
n
 
l
o
c
a
t
i
n
g
 
s
p
e
c
i
f
i
c
 
m
a
n
u
a
l
s
 
a
n
d
 
u
s
i
n
g

t
a
b
l
e
s
 
o
f
 
c
o
n
t
e
n
t
s
,
 
i
n
d
e
x
e
s
 
a
n
d
 
a
p
p
e
n
d
i
x
e
s
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1
.

.
f
i
n
:
 
t
i
t
e
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c
u
t
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o
m
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.
.
.
s
'
s
 
q
u
e
s
t
i
o
n
s

o
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c
h
a
r
g
e
 
a
c
c
o
u
n
t

b
i
l
l
i
n
g
.
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-
T
a
r
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p
a
y
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o
l
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.
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/
K
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:
L
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1
.
1

K
n
o
w
l
e
d
g
e
 
o
f
 
g
o
o
d
 
t
e
l
e
p
h
o
n
e
 
t
e
c
h
n
i
q
u
e
.

1
.
2

K
n
o
w
l
e
d
g
e
 
o
f
 
p
r
o
p
e
r
 
f
i
l
i
n
g
 
r
u
l
e
s
.

1
.
3

S
k
i
l
l
 
i
n
 
c
o
m
p
u
t
a
t
i
o
n
 
i
n
c
l
u
d
i
n
g

p
e
r
c
e
n
t
a
g
e
.

2
.
1

K
n
o
w
l
e
d
g
e
 
o
f
 
r
e
q
u
i
r
e
d
 
(
I
n
c
o
m
e
 
T
a
x
 
a
n
d

F
I
C
A
)
 
a
n
d
 
v
o
l
u
n
t
a
r
y
 
d
e
d
u
c
t
i
o
n
s
 
(
e
.
g
.

i
n
s
u
r
a
n
c
e
 
a
n
d
 
d
u
e
s
)
.

2
.
2

K
n
o
w
l
e
d
g
e
 
o
f
 
t
h
e
 
c
o
r
r
e
c
t
 
j
o
u
r
n
a
l

e
n
t
r
i
e
s

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

2
,
3
,
 
S
k
i
l
l
 
i
n
 
c
o
m
p
u
t
a
t
i
o
n

i
n
c
l
u
d
i
n
g

p
e
r
c
e
n
t
a
g
e
.

2
.
4

S
k
i
l
l
 
i
n
 
c
o
m
p
i
l
i
n
g
 
r
e
p
o
r
t
s
 
a
n
d

s
u
m
m
a
r
i
e
s
.

2
,
5

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

e
a
r
n
i
n
g
s

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

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

c
o
m
m
i
s
s
i
o
n

p
l
a
n
s
.

2
.
6
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n
o
w
l
e
d
g
e
 
o
f
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o
w
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o
 
c
o
m
p
l
e
t
e
 
p
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y
r
o
i
.
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r
e
g
i
s
t
e
r
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n
d
 
e
m
p
l
o
y
e
e
 
e
a
r
n
i
n
g
s
 
r
e
c
o
r
d
.
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.

C
=
p
i
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e
 
a
n
d
 
u
p
d
a
t
e
 
t
h
e

3
.
1

E
n
c
w
i
e
d
g
e
 
o
f
 
a
g
i
n
g
 
o
f
 
a
c
c
o
u
n
t
s
 
r
e
c
t
a
1
1
.
,
 
e
.

(
u
n
t
 
a
c
c
o
u
n
t
s
 
l
i
s
t
.

3
.
2

i
n
 
c
o
m
p
u
t
a
t
i
t
y
 
i
n
c
l
u
d
i
n
g

T
e
r
c
e
n
t
a
g
e
.

3
.
 
:
k
i
l
l
 
i
n
 
t
y
p
i
r
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T
I
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T
A
S
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S

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

r
e
p
o
r
t
.

5
.

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

c
o
l
l
e
c
t
i
o
n
 
a
g
e
n
t
s
.

6
.

P
r
o
c
e
s
s
 
t
h
e
 
r
e
q
u
e
s
t
 
f
o
r

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

c
u
s
t
o
m
e
r
.

7
.

T
y
p
e
 
i
r
m
i
c
e
s
.

a
.

P
r
e
p
a
r
e
 
t
i
m
e
 
c
a
r
d
s
 
f
o
r
 
a
l
l

e
m
p
l
o
y
e
e
s
.
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/
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4
.
1

S
k
i
l
l
 
i
n
 
c
o
m
p
u
t
a
t
i
o
n
 
i
n
c
l
u
d
i
n
g

p
e
r
c
e
n
t
a
g
e
.

4
.
2

S
k
i
l
l
 
i
n
 
t
y
p
i
n
g
.

4
.
3

S
k
i
l
l
 
i
n
 
c
l
a
s
s
i
f
y
i
n
g
 
a
n
d
 
p
r
o
o
f
r
e
a
d
i
n
g
.

5
.
1

K
n
o
w
l
e
d
g
e
 
o
f
 
a
g
i
n
g
 
o
f
 
a
c
c
o
u
n
t
s

r
e
c
e
i
v
a
b
l
e
.

5
.
2

S
k
i
l
l
 
i
n
 
c
o
m
p
u
t
a
t
i
o
n
 
i
n
c
l
u
d
i
n
g

p
e
r
c
e
n
t
a
g
e
.

5
.
3

S
k
i
l
l
 
i
n
 
t
y
p
i
n
g
.
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6
.
1

K
n
o
w
l
e
d
g
e
 
o
f
 
g
o
o
d
 
t
e
l
e
p
h
o
n
e
 
t
e
c
h
n
i
q
u
e
s

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

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

6
.
2

S
k
i
l
l
 
i
n
 
p
r
o
b
l
e
m
 
s
o
l
v
i
n
g
.

6
.
3

S
k
i
l
l
 
i
n
 
t
y
p
i
n
g
.

7
.
1

S
k
i
l
l
 
i
n
 
s
t
a
t
i
s
t
i
c
a
l
 
t
y
p
i
n
g
.

7
.
2

S
k
i
l
l
 
i
n
 
c
o
m
p
u
t
a
t
i
o
n
 
i
n
c
l
u
d
i
n
g

p
e
r
c
e
n
t
a
g
e
.

7
.
3

K
n
o
w
l
e
d
g
e
 
o
f
 
p
r
o
p
e
r
 
f
i
l
i
n
g
 
r
u
l
e
s
.

8
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1

S
k
i
l
l
 
i
n
 
c
o
m
p
u
t
a
t
i
o
n
 
i
n
c
l
u
d
i
n
g

p
e
r
c
e
n
t
a
g
e
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n
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u
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1
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.

P
r
o
c
e
s
s
 
w
o
r
k
e
r
 
t
i
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e
 
s
l
i
p
s
.

1
1
.

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

i
n
f
o
r
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a
t
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o
n
 
p
e
r
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a
i
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i
n
g
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o

p
a
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o
l
l
.

1
2
.

P
r
e
p
a
r
e
 
b
a
n
k
 
d
e
p
o
s
i
t
.

1
3
.
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e
r
i
f
y
 
a
n
d
 
b
a
n
k
 
c
a
s
h

r
e
c
e
i
p
t
s
.

1
4
.

C
h
e
c
k
 
a
n
d
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o
m
p
u
t
e
 
a
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o
u
n
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s

p
a
y
a
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l
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9
.
1
 
K
n
o
w
l
e
d
g
e
 
o
f
 
p
r
o
p
e
r
 
f
i
l
i
n
g

r
u
l
e
s
.

9
.
2

S
k
i
l
l
 
i
n
 
c
l
a
s
s
i
f
y
i
n
g
 
a
n
d
 
p
r
o
o
f
-

r
e
a
d
i
n
g
 
t
i
m
e
 
c
a
r
d
s
,

9
.
3

K
n
o
w
l
e
d
g
e
 
o
f
 
c
o
m
p
u
t
i
n
g

h
o
u
r
s
 
w
o
r
k
e
d
.

1
0
.
1
 
S
k
i
l
l
 
i
n
 
t
y
p
i
n
g
.

1
0
.
2

K
n
o
w
l
e
d
g
e
 
o
f
 
p
r
o
p
e
r
 
f
i
l
i
n
g

r
u
l
e
s
.

1
1
.
1

K
n
o
w
l
e
d
g
e
 
o
f
 
r
e
q
u
i
r
e
d

(
I
n
c
o
m
e
 
t
a
x

a
n
d
 
F
I
C
A
)
 
a
n
d
 
v
o
l
u
n
t
a
r
y
 
d
e
d
u
c
t
i
o
n
s
,

(
i
n
s
u
r
a
n
c
e
 
a
n
d
 
d
u
e
s
)
 
f
o
r
 
p
r
e
p
a
r
i
n
g

p
a
y
r
o
l
l
.

1
2
.
1

S
k
i
l
l
 
i
n
 
c
o
m
p
u
t
a
t
i
o
n
 
w
h
e
n
 
p
r
e
p
a
r
i
n
g

b
a
n
k
 
d
e
p
o
s
i
t
.

1
2
.
2

S
k
i
l
l
 
i
n
 
`
h
a
n
d
l
i
n
g
 
m
o
n
e
y
 
a
c
c
u
r
a
t
e
l
y
.

1
3
.
1

K
n
o
w
l
e
d
g
e
.
 
o
f
 
r
e
c
o
r
d
i
n
g

c
a
s
h
 
r
e
c
e
i
F
t
L

i
n
 
c
a
s
h
 
r
e
c
e
i
p
t
s
 
j
o
u
r
n
a
l
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3
-

1
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1

S
k
i
l
l
 
i
n
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o
m
p
u
t
a
t
i
o
n
 
i
n
c
l
u
d
i
n
g

p
e
r
c
e
n
t
a
g
e
.
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.
2
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n
o
w
l
e
d
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e
 
o
f
 
e
x
t
r
e
 
c
t
i
n
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i
n
f
o
r
m
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t
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n
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r
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d
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r
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o
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a
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o
m
p
i
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e
 
p
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o
l
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r
e
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r
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s
 
a
n
d

s
u
m
m
a
r
i
e
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.
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P
o
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d
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a
l
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n
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n
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o
u
n
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n
c
m
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i
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c
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o
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,
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e
p
i
n
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p
e
c
i
a
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o
u
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i
n
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o
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r
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p
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p
i
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a
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o
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r
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.
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5
.
2
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k
i
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l
 
i
n
 
t
y
p
i
n
g
.
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5
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c
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p
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g
.
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c
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p
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p
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r
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R
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e
 
T
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x
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t
h
h
e
l
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w
a
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c
r
n
e
n
t
s
,

or
m
7
:
3
7
7
7
-
-
-
-

-
5
4
.
-

1
6
.
1

K
n
o
w
l
e
d
g
e
 
o
f
 
h
o
w
 
t
o

t
a
l
e
,
 
a
n
d
 
r
e
p
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.
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i
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c
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d
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p
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e
c
e
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L
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c
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.
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c
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c
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l
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u
t
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c
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c
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c
i
l
e
 
b
a
n
k
 
s
t
a
t
e
m
e
n
t
.

1
8
.
1

K
n
o
w
l
e
d
g
e
 
o
f
 
m
a
i
n
t
a
i
n
i
n
g
 
A
c
c
o
u
n
t
s

R
e
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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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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c
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r
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c
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c
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c
a
l
 
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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p
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c
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n
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c
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c
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n
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.
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p
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c
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c
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d
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r
e
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T
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x
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d
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I
C
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d
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o
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t
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r
y
 
d
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c
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(
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n
c
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n
d
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u
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.
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n
o
w
l
e
d
g
e
 
o
f
 
t
h
e
 
c
o
r
r
e
c
t
 
j
o
u
r
n
a
l
 
e
n
t
r
i
e
s

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

2
5
.
3

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

.
c
e
n
t
a
g
e
.

2
5
.
4
 
S
k
i
l
l
 
i
n
 
c
o
m
p
i
l
i
n
g
 
r
e
p
o
r
t
:
 
a
n
d

s
u
m
m
a
r
i
e
s
.

2
5
.
5
 
,
K
n
o
w
l
e
d
g
e
 
o
f
 
h
o
w
 
t
o
 
c
o
m
p
u
t
e
 
g
r
o
s
s

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

h
o
u
r
l
y

r
a
t
e
s
,
 
p
i
e
c
e
r
a
t
e
,
 
c
o
m
m
i
s
s
i
o
n
,

a
n
d

s
a
l
a
r
y
 
c
o
m
m
i
s
s
i
o
n
 
p
l
a
n
s
.

2
5
;
6

K
n
o
w
l
e
d
g
e
 
o
f
 
h
o
w
 
t
o
 
c
o
m
p
l
e
t
e
 
p
a
y
r
o
l
l

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

r
e
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o
r
d
.
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.

C
o
m
p
u
t
e
 
p
a
y
r
o
l
l
 
c
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a
n
g
e
s
.
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r
e
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c
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c
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2
6
,
2
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o
w
l
e
d
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e
 
o
f
 
t
h
e
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r
r
e
c
t
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o
u
r
n
a
l

e
n
t
r
i
e
s
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o
r
 
r
e
c
o
r
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i
n
g
 
t
h
e
 
p
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y
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o
l
l
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2
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3
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k
i
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l
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n
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o
m
p
u
t
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t
i
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n
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n
c
l
u
d
i
n
g

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

:
6
.
5

K
n
o
w
l
(
I
d
g
e
 
o
f
 
n
o
w
 
t
o
'
c
o
m
p
u
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c
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c
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n
 
p
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s
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w
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e
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e
 
o
f
 
n
o
w
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p
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e
t
e
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l
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p
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e
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r
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r
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p
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p
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c
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p
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t
 
(
o
r
 
L
o
s
s
)
 
f
r
o
m

B
u
s
i
n
e
s
s
 
o
r
 
P
r
o
f
e
s
s
i
o
n
.

S
K
I

L
L

S/
K

N
G

;;,
E

D
C

E
S

3
1
,
1

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

j
o
u
r
n
a
l

a
n
d
 
g
e
n
e
r
a
l
 
j
,
u
r
n
a
l
 
e
n
t
r
i
e
s
 
t
o

r
e
c
o
r
d

n
o
t
e
 
p
a
y
a
b
l
e
.

3
1
.
2

S
k
i
l
l
 
i
n
 
c
o
m
p
s
 
k
i
n
g
 
i
n
t
e
r
e
s
t
 
e
x
p
e
n
s
e

a
n
d
 
p
a
y
 
n
o
t
e
s
 
w
h
e
n
 
d
u
e
.

3
2
.
1

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

j
o
u
r
n
a
l
 
a
n
d
 
g
e
n
e
r
a
l
 
j
o
u
r
n
a
l

e
n
t
r
i
e
s

t
o
 
r
e
c
o
r
d
 
N
o
t
e
s
 
R
e
c
e
i
v
a
b
l
e
.

3
3
.
1

S
k
i
l
l
 
i
n
 
s
t
a
t
i
s
t
i
c
a
l
 
t
y
p
i
n
g
.

3
3
.
2

S
k
i
l
l
 
i
n
 
c
o
m
p
u
t
a
t
i
o
n
s
 
-
 
c
o
m
p
i
l
e

t
o
t
a
l
s
 
f
r
o
m
 
E
m
p
l
o
y
e
e
 
E
a
r
n
i
n
g
s

R
e
c
o
r
d
.

3
4
.
1

K
n
o
w
l
e
d
g
e
 
o
f
 
a
l
l
 
t
a
x
e
s
 
i
m
p
o
s
e
d
 
o
n

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

A

3
5
.
1

K
n
o
w
l
e
d
g
e
 
o
f
 
t
e
l
e
p
h
o
n
e
 
t
e
c
h
n
i
q
u
e
s

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

d
u
e
 
a
c
c
o
u
n
t
s
:

3
5
.
2

K
n
o
w
l
e
d
g
e
 
o
f
 
p
s
y
c
h
o
l
o
g
y

a
n
d
 
h
u
m
a
n

r
e
l
a
t
i
o
n
s
.

-
5
9
-

3
6
.
1

S
k
i
l
l
 
i
n
 
e
x
t
r
a
c
t
i
n
g
 
i
n
f
o
r
m
a
t
i
o
n

n
e
e
d
e
d
 
f
r
o
m
 
s
o
u
r
c
e
 
d
o
c
u
m
e
n
t
.

3
6
.
2

S
k
i
l
l
 
i
n
 
s
t
a
t
i
s
t
i
c
a
l
 
t
y
p
i
n
g
.
.



R
E
C
O
R
D
S
Y
S
i
E
N
S
 
A
N
D
 
C
O
N
T
R
O
L

B
.

A
C
C
O
U
N
T
I
N
G

T
A
S
K
S

3
7
.

P
r
e
p
a
r
e
 
a
n
 
e
i
g
h
t
c
o
l
u
m
n

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

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

S
K
I
L
L
S
/
K
%
3
A
M
E
S

3
7
.
1

K
n
o
w
l
e
d
g
e
 
o
f
 
c
o
m
p
l
e
t
e
 
a
c
c
o
u
n
t
i
n
g

c
y
c
l
e
 
i
n
c
l
u
d
i
n
g
 
j
o
u
r
n
a
l
i
z
i
n
g
a
n
d

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

3
7
.
2

S
k
i
l
l
 
i
n
 
m
a
t
h
e
m
a
t
i
c
a
l
 
c
o
m
p
u
t
a
t
i
o
n
s

(
a
l
g
o
r
L
t
n
m
s
)
.

3
7
.
3

S
k
i
l
l
 
i
n
 
s
t
a
t
i
s
t
i
c
a
l
 
t
y
p
i
n
g
.



I
t
.

S
a
n
'
E
N
C
E

d
i
c
t
a
t
i
o
n
 
i
s

s
h
o
r
t
h
a
n
d
.

2
.

T
a
k
e
 
d
i
c
t
a
t
i
o
n
 
o
n
 
s
t
e
n
o
t
y
p
e

m
a
c
h
i
n
e
.

t
i
c
t
a
t
i
o
n
sS
K
I
L
L
S
/
K
4
O
W
L
E
D
G
E
S

1
.
1

K
n
o
w
l
e
d
g
e
 
o
f
 
s
h
o
r
t
h
a
n
d
 
t
h
e
o
r
y
.

1
.
2

E
k
i
l
l
 
i
n
 
t
a
k
i
n
g
 
:
h
o
r
t
h
a
n
d
 
a
t
 
j
o
b
 
e
n
t
r
y
 
l
e
v
 
I

s
p
e
e
d
.

1
.
3

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

2
.
1

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

3.
T
r
a
n
s
c
r
i
b
e
 
d
i
c
t
a
t
i
o
n
 
o
n

t
y
p
e
w
r
i
t
e
r
.

2
.
2

T
h
e
o
r
y
 
o
f
 
s
t
e
n
o
t
y
p
e
 
p
h
o
n
i
c
s
.

2
.
3

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

j
o
b
 
e
n
t
r
y
 
l
e
v
e
l
 
s
p
e
e
d
.

61

3
.
1

K
n
o
w
l
e
d
g
e
 
o
f
 
s
h
o
r
t
h
a
n
d
 
t
h
e
o
r
y
.

3
.
2

S
k
i
l
l
 
i
n
 
t
y
p
i
n
g
 
a
t
 
j
o
b
 
e
n
t
r
y
 
l
e
v
e
l
 
s
p
e
e
d
.

3
.
3

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

3
.
4
 
K
n
o
w
l
e
d
g
e
 
o
f
 
f
u
n
d
a
m
e
n
t
a
l
 
t
y
p
e
w
r
i
t
e
r

t
e
c
h
n
i
q
u
e
s

a
s
 
f
o
l
l
o
w
s
:

A
.

K
e
y
b
o
a
r
d

B
.

M
e
c
h
a
n
i
s
m
 
a
n
d
 
s
p
a
c
i
n
g

B
a
r
e
o
p
r
o
m
m
a

C
.

C
a
r
e
 
a
n
d
 
m
a
i
n
t
e
n
a
n
c
e

3
.
5

K
n
c
w
l
e
d
g
e
 
o
f
 
c
o
r
r
e
c
t
 
f
o
r
m
a
t
,
 
g
r
a
m
m
a
r
,
 
s
p
e
l
l
i
n
g
,

a
n
d
 
p
u
n
c
t
u
a
t
i
o
n
.

3
.
6

S
k
i
l
l
 
i
n
 
p
r
o
o
f
r
e
a
d
i
d
g
 
a
n
d
 
c
o
r
r
e
c
t
i
o
n
 
o
f

t
y
p
e
d
 
c
o
p
y
.

3
.
7

E
k
i
l
l
 
i
n
 
f
o
l
l
o
w
i
n
g
 
d
i
r
e
c
t
i
o
n
s
.



I
I
.

S
:
.
:
 
,
S
E
T
A
.
 
i
A
L
 
5
C
I
 
A
C
E

"O
r.

T
A
S
K
S

T
r
%
-
;
i
s
c
r
i
b
e
 
f
r
o
m
 
;
o
-
n
d

5
.

C
o
m
p
o
s
e
 
a
n
d
 
t
y
p
e
 
r
o
u
t
i
n
e

c
o
r
r
e
s
p
o
n
d
e
n
c
e
.

S
K
I
L
L
S
 
/
K
'
 
O
W
L
E
D
G
E
S

4
.
1

K
n
o
w
l
e
d
g
e
 
o
f
 
t
h
e
 
o
p
e
r
a
t
i
o
n
 
o
f
 
d
i
c
t
a
t
i
n
g
 
a
n
d

t
r
a
n
s
c
r
i
b
i
n
g
 
m
a
e
i
n
e
s
.

4
.
2

S
k
i
l
l
 
i
n
 
t
y
p
i
n
g

t
 
j
o
b
 
e
n
t
r
y
 
l
e
v
e
l
 
s
p
e
e
d
.

K
n
o
w
l
e
d
g
e
 
o
f
 
f
u
n
d
a
m
e
n
t
a
l
 
t
y
p
e
w
r
i
t
e
r

t
e
c
h
n
i
q
u
e
s
 
a
s
 
f
o
l
l
o
w
s
:

A
.

K
e
y
b
o
a
r
d

B
.

M
e
c
h
a
n
i
s
m
 
a
n
d
 
s
p
a
c
i
n
g

C
.

C
a
r
e
 
a
n
d
 
m
a
i
n
t
e
n
a
n
c
e

4
.
4
 
K
n
o
w
l
e
d
g
e
 
o
f
 
c
o
r
r
e
c
t
 
f
o
r
m
a
t
,
 
g
r
a
m
m
a
r
,

s
p
e
l
l
i
n
g
,

a
n
d
 
p
u
n
c
t
u
a
t
i
o
n
.

4
.
5
 
S
k
i
l
l
 
i
n
 
p
r
o
o
f
r
e
a
d
i
n
g
 
a
n
d
 
c
o
r
r
e
c
t
i
o
n
.

4
.
6
 
S
k
i
l
l
 
i
n
 
f
o
l
l
o
w
i
n
g
 
d
i
r
e
c
t
i
o
n
s
.

5
.
1

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

d
e
n
c
e
,
 
h
a
v
e
 
k
n
o
w
l
e
d
g
e
 
o
f
 
t
h
e
 
o
p
e
r
a
t
i
o
n
s
 
o
f

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

4
1
4
1
L

5
.
2

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

s
u
b
j
e
c
t
 
m
a
t
t
e
r
.

5
.
3

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

4
0
4
k
. 7
4

5
.
4
 
K
n
o
w
l
e
d
g
e
 
o
f
 
c
o
r
r
e
c
t
 
f
o
r
m
s
 
u
s
e
d
 
i
n

b
u
s
i
n
e
s
s

1
e

l
e
t
t
e
r
 
w
r
i
t
i
n
g
.

5
.
5

S
k
i
l
l
 
i
n
 
p
r
o
p
e
r
 
u
s
e
 
o
f
 
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
 
m
a
t
e
r
i
a
l
s
:

5
.
6

K
n
o
w
l
e
d
g
e
 
o
f
 
c
o
r
r
e
c
t
 
f
o
r
m
a
t
,
 
g
r
a
m
m
a
r
,
 
s
p
e
l
l
i
n
g
,

a
n
d
 
p
u
n
c
t
u
a
t
i
o
n
.



14
.0

ak
ta

A
ia

 A
da

. &
W

k.
;

T
A
S
K
S

6
.

T
y
p
e
 
b
u
s
i
n
e
s
s
 
f
o
r
m
s
.

7
.

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

r
e
p
o
r
t
s
.

S
K
I
L
L
S
/
K
N
O
W
L
E
C
G
E
S

6
.
1

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

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

A
.

K
e
y
b
o
a
r
d

B
.

M
e
c
h
a
n
i
s
m
 
a
n
d
 
s
p
a
c
i
n
g

C
.

C
a
r
e
 
a
n
d
 
m
a
i
n
t
e
n
a
n
c
e

6
.
2

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

6
.
3

K
n
o
w
l
e
d
g
e
 
o
f
 
s
u
b
j
e
c
t
 
m
a
t
t
e
r
 
a
n
d
 
v
a
r
i
o
u
s
 
f
o
r
m
s

u
s
e
.

7
.
1
 
W
h
e
n
 
c
o
m
p
i
l
i
n
g
 
a
n
d
 
t
y
p
i
n
g
 
g
e
n
e
r
a
l
 
r
e
p
o
r
t
s

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

t
e
c
h
n
i
q
u
e
s
 
a
s
 
f
o
l
l
o
w
s
:

h
.

K
e
y
b
o
a
r
d

B
.

M
e
c
h
a
n
i
s
m
 
a
n
d
 
s
p
a
c
i
n
g

C
.

C
a
r
e
 
a
n
d
 
m
a
i
n
t
e
n
a
n
c
e

B
a
r
c
o
p
r
o
g
u
a
r

7
.
2

S
k
i
l
l
 
a
t
 
c
o
l
l
a
t
i
n
g
 
a
n
d
 
c
o
o
r
d
i
n
a
t
i
n
g
 
i
n
f
o
r
m
a
t
i
o
n
.

7
.
3

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

b
l
o
c
k
i
n
g
,
 
d
i
s
p
l
a
y
 
t
y
p
i
n
g
 
a
n
d
 
s
p
a
c
i
n
g
.

7
.
4
 
S
k
i
l
l
 
i
n
 
p
r
o
o
f
r
e
a
d
i
n
g
 
a
n
d
 
c
o
r
r
e
c
t
i
o
n
,
 
o
f

t
y
p
e
d
 
c
o
p
y
.

S
.

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

8
.
1

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

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

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

c
o
p
i
e
s
.

e
n
d
 
s
t
e
n
c
i
l
s
.

8
.
2
 
K
n
o
w
l
e
d
g
e
 
o
f
 
p
r
o
p
e
r
 
u
s
e
 
o
f
 
m
a
t
e
r
i
a
l
s
 
f
o
r
 
c
o
p
y

w
o
r
k
,



&
E
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R
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T
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R
1
A
L
 
S
C
I
E
N
C
E

T
A

SK
S

S
K
I
L
L
S
A
N
O
W
L
E
D
G
E
S

9
.

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

r
e
p
o
r
t
s
.

1
0
.

G
r
e
e
t
 
v
i
s
i
t
o
r
s
 
a
n
d
 
s
e
n
d
 
t
o

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

8
.
3

S
k
i
l
l
 
i
n
 
c
o
r
r
e
c
t
i
o
n
 
t
e
c
h
n
i
q
u
e
s
w
h
e
n
 
m
a
k
i
n
g

c
o
p
y
.

8
.
4
 
S
k
i
l
l
 
i
n
 
f
o
l
l
o
w
i
n
g
 
d
i
r
e
c
t
i
o
n
s
.

8
.
5

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

m
e
t
h
o
d
s
.

8
.
6
 
W
h
e
n
 
t
y
p
i
n
g
 
m
a
s
t
e
r
s
,
 
s
t
e
n
c
i
l
s
,
 
a
n
d
 
p
r
e
p
a
r
i
n
g

m
u
l
t
i
p
l
e
 
c
o
p
y
,
 
h
a
v
e
 
k
n
o
w
l
e
d
 
;
e
 
o
f
 
f
u
n
d
a
m
e
n
t
a
l

t
y
p
e
w
r
i
t
e
r
 
t
e
c
h
n
i
q
u
e
s
 
a
s
 
f
o
l
l
o
w
s
:

A
.

K
e
y
b
o
a
r
d

3
.

M
e
c
h
a
n
i
s
m
 
a
n
d
 
s
p
a
c
i
n
g

B
E
S
T
C
O
p
r
o
s
u
a
r

C
.

C
a
r
e
 
a
n
d
 
m
a
i
n
t
e
n
a
n
c
e

9
.
1
 
S
k
i
l
l
 
i
n
 
l
o
c
a
t
i
n
g
a
s
s
o
c
i
a
t
e
d
 
i
n
f
o
r
m
a
t
i
o
n

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

9
.
2

S
k
i
l
l
 
a
t
 
c
o
l
l
a
t
i
n
g
 
a
n
d
 
c
o
o
r
d
i
n
a
t
i
n
g
i
n
f
o
r
m
a
t
i
o
n
.

9
.
3

1
n
o
w
l
e
d
g
e
 
o
f
 
s
p
e
c
i
a
l
t
y
p
i
n
g
 
t
e
c
h
n
i
q
u
e
s
 
c
o
n

c
e
r
n
i
n
g
 
b
l
o
c
k
i
n
g
,
 
d
i
s
p
l
a
y
 
t
y
p
i
n
g
 
a
n
d
 
s
p
a
c
i
n
g
.

9
.
4

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

9
.
5

S
k
i
l
l
 
i
n
 
p
r
o
o
f
r
e
a
d
i
n
g
 
a
n
d
 
c
o
r
r
e
c
t
i
o
n
 
o
f

t
y
p
e
d
 
c
o
p
y
.
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c
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r
e
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i
n
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i
s
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o
f
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i
c
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t
i
q
u
e
t
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e
t
h
i
c
s
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h
e
n
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r
e
e
t
i
n
g
 
v
i
s
i
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o
r
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.
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.
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o
w
l
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i
c
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a
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1
1
.

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

1
2
.

A
n
s
w
e
r
 
p
h
o
n
e
 
a
n
d
 
g
i
v
e
 
i
n
f
o
r
-

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

1
3
.

R
o
u
t
e
 
c
a
l
l
s
 
t
o
 
a
p
p
r
o
p
r
i
a
t
e

o
f
f
i
c
i
a
l
.

1
4
.

P
l
a
c
e
 
o
u
t
g
o
i
n
g
 
c
a
l
l
s
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S
K
I
L
L
S
/
K
N
O
W
L
E
D
G
E
S

1
0
.
4
 
S
k
i
l
l
 
i
n
 
s
c
h
e
d
u
l
i
n
g

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

1
1
.
1
 
S
k
i
l
l
 
i
n
 
o
f
f
i
c
e
 
e
t
i
q
u
e
t
t
e
 
a
n
d
e
t
h
i
c
s
 
w
h
e
n

g
i
v
i
n
g
 
i
n
f
c
r
m
a
t
i
o
n
 
t
o

c
a
l
l
e
r
s
.

1
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.
2

K
n
o
w
l
e
d
g
e
 
o
f
 
o
f
f
i
c
e
 
l
a
y
o
u
t
 
a
n
d
 
o
r
g
a
n
i
z
a
t
i
o
n
a
l

c
h
a
r
t
.

1
1
.
3

K
n
o
w
l
e
d
g
e
 
o
f
 
o
r
g
a
n
i
z
a
t
i
o
n
 
p
o
l
i
c
y
 
o
n

i
n
f
o
r
m
a
t
i
o
n

a
n
d
 
p
u
b
l
i
c
 
r
e
l
a
t
i
o
n
.
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1
2
.
1

S
k
i
l
l
 
i
n
 
t
e
l
e
p
h
o
n
e
 
e
t
i
q
u
e
t
t
e
 
a
n
d
 
u
s
a
g
e
.

1
2
.
2
 
.
K
n
o
w
l
e
d
g
e
 
o
f
 
t
e
l
e
p
h
o
n
e
 
s
e
r
v
i
c
e
s
a
v
a
i
l
a
b
l
e
.

1
2
.
3
 
'
S
k
i
l
l
 
i
n
 
o
f
f
i
c
e
 
e
t
i
q
u
e
t
t
e

a
n
d
 
e
t
h
i
c
s
.

1
2
.
4
 
K
n
o
w
l
e
d
g
e
 
o
f
 
o
f
f
i
c
e
 
l
a
y
o
u
t
 
a
n
d
 
o
r
g
a
n
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z
a
t
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o
n
a
l

c
h
a
r
t
.

1
2
.
5
 
K
n
o
w
l
e
d
g
e
 
o
f
 
o
r
g
a
n
i
z
a
t
i
o
n
 
p
o
l
i
c
y
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n
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o
r
m
a
t
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o
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a
n
d
 
p
u
b
l
i
c
 
r
e
l
a
t
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o
n
s
.
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.
3
.
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S
k
i
l
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i
n
 
d
e
c
i
p
h
e
r
i
n
g
 
n
a
t
u
r
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a
n
d
 
p
u
r
p
o
s
e
 
o
f

c
a
l
l
.

1
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.
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K
n
o
w
l
e
d
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e
 
o
f
 
o
r
g
a
n
i
z
a
t
i
o
n
a
l

c
h
a
r
t
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e
l
e
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e
 
e
t
i
q
u
e
t
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e
 
a
n
d
 
u
r
a
L
7
4
.
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p
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i
c
i
n
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o
u
t
g
o
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c
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.
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.
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e
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1
5
.

A
r
r
a
n
g
e
 
t
r
a
v
e
l
 
s
c
h
e
d
u
l
e
s
 
a
n
d

r
e
s
e
r
v
a
t
i
o
n
s
.

1
6
.

L
o
c
a
t
e
 
a
n
d
 
a
t
t
a
c
h
 
a
p
p
r
o
p
r
i
a
t
e

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

b
e
 
a
n
s
w
e
r
e
d
 
b
y
 
e
m
p
l
o
y
e
r
.

1
7
.

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

r
e
c
o
r
d
s
.

1
4
.
3

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

o
t
h
e
r
 
r
e
f
e
r
e
n
c
e
s
.

1
5
.
1

S
k
i
l
l
 
i
n
 
p
r
e
p
a
r
i
n
g
 
i
t
i
n
e
r
a
r
y
 
w
i
t
h
 
d
a
t
e
s
 
a
n
d

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

r
e
s
e
r
v
a
t
i
o
n
s
.

1
5
.
2
 
K
n
o
w
l
e
d
g
e
 
o
f
 
v
a
r
i
o
u
s
 
t
r
a
v
e
l
 
a
g
e
n
c
i
e
s
,
 
s
e
r
v
i
c
e
s
,

a
n
d
 
d
i
r
e
c
t
o
r
i
e
s
 
s
u
c
h
 
a
s
 
C
A
G
,
 
R
e
d
b
o
o
k
,
 
e
t
c
.

1
5
.
3

S
k
i
l
l
 
i
n
 
m
a
k
i
n
g
 
t
r
a
v
e
l
 
a
n
d
 
l
o
d
g
i
n
g
 
r
e
s
e
r
v
a
t
i
o
n
s
.

1
5
.
4
 
S
k
i
l
l
 
i
n
 
c
h
e
c
k
i
n
g
 
d
e
p
a
r
t
u
r
e
/
a
r
r
i
v
a
l
 
t
i
m
e
s
,
 
f
l
i
g
h
t

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

1
5
.
5

S
k
i
l
l
 
i
n
 
m
a
k
i
n
g
 
a
r
r
a
n
g
e
m
e
n
t
s
 
f
o
r
 
d
e
p
o
s
i
t
s
,

g
u
a
r
a
n
t
e
e
s
,
 
a
n
d
 
t
i
c
k
e
t
 
p
i
c
k
u
p
s
.

1
6
.
1
 
K
n
o
w
l
e
d
g
e
 
o
f
 
f
i
l
i
n
g
 
s
y
s
t
e
m
 
i
n
 
u
s
e
.

1
6
.
2

K
n
o
w
l
e
d
g
e
 
o
f
 
f
i
l
i
n
g
 
e
q
u
i
p
m
e
n
t
 
a
n
d
 
s
u
p
p
l
i
e
s

i
n
 
u
s
e
.

1
6
.
3

S
k
i
l
l
 
i
n
 
t
h
e
 
p
r
o
p
e
r
 
u
s
e
 
o
f
 
f
i
l
i
n
g
 
e
q
u
i
p
m
e
n
t
,

1
7
.
1

K
n
o
w
l
e
d
g
e
 
o
f
 
f
i
l
i
n
g
 
s
y
s
t
e
m
 
i
n
 
u
s
e
.

1
7
.
2

K
n
o
w
l
e
d
g
e
 
o
f
 
f
i
l
i
n
g
 
e
q
u
i
p
m
e
n
t
 
a
n
d
 
s
u
p
p
l
i
e
s

i
n
 
u
s
e
.

1
7
.
3

S
k
i
l
l
 
i
n
 
t
h
e
 
p
r
o
p
e
r
 
u
s
e
 
o
f
 
f
i
l
i
n
g
 
e
q
u
i
p
m
e
n
t
.

1
7
.
4
 
K
n
o
w
l
e
d
g
e
 
o
f
 
c
r
o
s
s
 
r
e
f
e
r
e
n
c
e
s
,
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1
8
.

K
e
e
p
 
p
e
r
s
o
n
n
e
l
 
r
e
c
o
r
d
s
.

1
9
.

R
e
c
o
r
d
 
m
i
n
u
t
e
s
-
o
f
 
s
t
a
f
f
 
m
e
e
t
i
n
g
s
.

2
0
.

P
r
e
p
a
r
e
 
s
u
m
m
o
n
s
,
 
s
u
b
p
o
e
n
a
s
,

c
o
m
p
l
a
i
n
t
s
,
 
m
o
t
i
o
n
s
.

1
8
.
1

K
n
o
w
l
e
d
g
e
 
o
f
 
f
i
l
i
n
g
 
s
y
s
t
e
m
 
i
n
 
u
s
e
.

1
8
.
2

S
k
i
l
l
 
i
n
 
c
h
e
c
k
i
n
g
,
 
u
p
d
a
t
i
n
g
 
a
n
d
 
f
i
l
i
n
g

p
e
r
s
o
n
n
e
l
 
r
e
c
o
r
d
s
.

1
8
.
3

S
k
i
l
l
 
i
n
 
c
h
e
c
k
i
n
g
 
a
n
d
 
r
e
c
o
r
d
i
n
g
 
a
t
t
e
n
d
a
n
c
e
.

1
9
.
1
 
K
n
o
w
l
e
d
g
e
 
o
f
 
s
h
o
r
t
h
a
n
d
 
t
h
e
o
r
y
 
(
r
e
c
o
r
d
i
n
g

m
i
n
u
t
e
s
 
o
f
 
s
t
a
f
f
 
m
e
e
t
i
n
g
s
)
.

1
9
.
2

S
k
i
l
l
 
i
n
 
j
o
b
 
e
n
t
r
y
 
l
e
v
e
l
 
s
p
e
e
d
.

1
9
.
3
 
S
k
i
l
l
 
i
n
 
s
h
o
r
t
h
a
n
d
 
p
r
o
o
f
r
e
a
d
i
n
g
 
a
n
d

c
o
r
r
e
c
t
i
o
n
.

1
9
.
4
 
S
k
i
l
l
 
i
n
 
t
y
p
i
n
g
 
a
t
 
j
o
b
 
e
n
t
r
y
 
l
e
v
e
l
 
s
p
e
e
d
.

1
9
.
5

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

1
9
.
6

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

a
s
 
f
o
l
l
o
w
s
:

A
.

K
e
y
b
o
a
r
d

B
.

M
e
c
h
a
n
i
s
m
 
a
n
d
 
s
p
a
c
i
n
g

C
.

C
a
r
e
 
a
n
d
 
m
a
i
n
t
e
n
a
n
c
e

1
9
.
7

K
n
o
w
l
e
d
g
e
 
o
f
 
c
o
r
r
e
c
t
 
f
o
r
i
t
a
t
,
 
g
r
a
m
m
a
r
,

a
n
d
 
p
u
n
c
t
u
a
t
i
o
n
.

2
0
.
1

K
n
o
w
l
e
d
g
e
 
o
f
 
l
e
g
a
l
 
c
f
f
i
c
e
 
p
r
a
c
t
i
c
e
s
 
a
n
d
 
p
r
o

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

c
o
l
A
3
l
a
i
n
t
s
,
 
m
o
t
i
o
n
s
,

2
0
.
2

S
k
2
_
1
1
 
i
n
 
t
h
e
 
u
s
a
.
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,
e
 
o
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l
e
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o
c
a
b
i
z
l
a
r
y
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2
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r
e
p
a
r
e
 
a
n
d
 
t
y
p
e
 
w
i
l
l
s
,
 
d
e
e
d
s
,

c
o
n
t
r
a
c
t
s
,
 
e
s
t
a
t
e
 
p
a
p
e
r
s
,
 
r
e
-

s
o
l
u
t
i
o
n
s
,
 
p
r
o
b
a
t
e
 
p
r
o
c
e
e
d
i
n
g
s
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2
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l
e
d
g
e
 
o
f
 
s
t
a
n
d
a
r
d
 
l
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g
a
l
 
f
o
r
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s
 
a
n
d
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h
e
i
r
 
u
s
a
g
e
.

2
0
.
4
 
S
k
i
l
l
 
i
n
 
t
y
p
i
n
g
 
a
t
 
j
o
b
 
e
n
t
r
y

l
e
v
e
l
 
s
p
e
e
d
.

2
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K
n
o
w
l
e
d
g
e
 
o
f
 
f
u
n
d
a
m
e
n
t
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l
 
t
y
p
e
w
r
i
t
e
r
 
t
e
c
h
-

n
i
q
u
e
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w
h
e
n
 
t
y
p
i
n
g
 
l
e
g
a
l
 
d
o
c
u
m
e
n
t
s
:

A
.

K
e
y
b
o
a
r
d

B
.

M
e
c
h
a
n
i
s
m
 
a
n
d
 
s
p
a
c
i
n
g

C
.

C
a
r
e
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n
d
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a
i
n
t
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n
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n
c
e
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.
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K
n
o
w
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c
o
r
r
e
c
t
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r
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r
a
m
m
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r
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a
n
d
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n
c
t
u
a
t
i
o
n
.
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p
e
l
l
i
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g
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p
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p
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c
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p
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B
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e
c
h
a
n
i
s
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a
n
d
 
s
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c
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n
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d
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n
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c
e
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7
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o
w
l
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d
g
e
 
o
f
 
l
e
g
a
l
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f
f
i
c
e
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r
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c
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d

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

e
f
f
e
c
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c
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i
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c
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b
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g
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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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p
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c
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p
l
o
y
e
e
s
.

2
5
.
2

S
k
i
l
l
 
i
n
 
e
v
a
l
u
a
t
i
n
g
 
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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p
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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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p
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r
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i
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b
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c
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p
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p
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i
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g
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i
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6
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e
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e
 
o
f
 
n
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t
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r
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i
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i
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.
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c
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c
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i
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r
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b
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r
d
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d
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p
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p
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.
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u
s
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d
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r

r
e
p
a
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p
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r
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e
 
r
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i
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n
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p
i
n
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e
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p
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d
.

2
8
.
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n
o
w
l
e
d
g
e
 
o
f
 
f
u
n
d
a
m
e
n
t
a
l
 
t
y
p
e
w
r
i
t
e
r
 
t
e
c
h
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n
i
q
u
e
s
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l
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.

K
e
y
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o
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r
d

3
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e
c
h
a
n
i
s
m
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n
d
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p
a
c
i
n
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C
a
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d
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a
i
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c
e
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8
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K
n
o
w
l
e
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g
e
 
o
f
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e
c
t
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r
m
a
t
,
 
g
r
a
m
m
a
r
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s
p
e
l
l
i
n
g
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a
n
d
 
p
u
n
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t
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n
.
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9
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K
n
o
w
l
e
d
g
e
 
o
f
 
f
u
n
d
a
m
e
n
t
a
l
 
t
y
p
e
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r
i
t
e
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t
e
c
h
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a
i
q
u
e
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m
a
k
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d
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u
s
t
m
e
n
t
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n
d
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i
n
o
r
 
r
e
-

p
a
i
r
s
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o
:

A
.

K
e
y
b
o
a
r
d

B
.

M
e
c
h
a
n
i
s
m
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n
d
 
s
p
a
c
i
n
g

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

A
.

K
e
y
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o
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r
d

B
.

M
e
c
h
a
n
i
s
m
 
a
n
d
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p
a
c
i
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g

C
.
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d
 
m
a
i
n
t
e
n
a
n
c
e
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b
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g
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c
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m
m
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r
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p
e
l
l
i
n
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n
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c
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p
r
o
o
f
r
e
a
d
i
n
g
 
a
n
d
 
c
o
r
r
e
c
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g
e
 
a
n
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c
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a
n
d
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e
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u
t
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e
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s
 
p
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c
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h
o
o
s
e
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n
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p
p
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p
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i
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l
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r
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t
e
m
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o
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e
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n
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t
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t
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g
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c
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o
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t
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k
 
f
o
r
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c
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n
t
s
 
a
n
d
 
c
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t
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r
s
.
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S
k
i
l
l
 
a
t
 
k
e
e
p
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g
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g
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k
 
a
t
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n
v
e
n
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n
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r
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c
k
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t
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g
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f
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c
t
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c
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c
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.
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c
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c
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r
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i
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i
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i
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P
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e
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p
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t
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d
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t
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e
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i
l
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c
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c
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i
t
s
.

3
9
.

K
e
e
p
 
l
e
g
a
l
 
c
a
l
e
n
d
a
r
 
u
p
 
t
o
 
d
a
t
e
.

r

3
4
.
1

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

3
4
.
2

S
k
i
l
l
 
i
n
 
u
s
i
n
g
 
v
a
r
i
o
u
s
 
f
i
l
i
n
g
 
s
y
s
t
e
m
s
 
t
o

m
e
e
t
 
a
 
g
i
v
e
n
 
s
i
t
u
a
t
i
o
n
.

3
4
.
3

S
k
i
l
l
 
i
n
 
m
a
t
c
h
i
n
g
 
m
a
t
e
r
i
a
l
 
f
o
r
 
f
i
l
i
n
g
 
t
o

t
h
e
 
s
y
s
t
e
m
.

3
5
.
1

K
n
o
w
l
e
d
g
e
 
o
f
 
o
f
f
i
c
e
 
l
a
y
o
u
t
 
a
n
d
 
o
r
g
a
n
i
z
a
t
i
o
n
a
l

3
6
.
1
 
K
n
o
w
l
e
d
g
e
 
o
f
 
r
e
c
o
r
d
 
k
e
e
p
i
n
g
.

3
6
.
2

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

3
6
.
3

A
b
i
l
i
t
y
 
t
o
 
p
o
s
t
 
j
o
u
r
n
a
l
 
e
n
t
r
i
e
s
 
t
o
 
l
e
d
g
e
r
.

3
6
.
4
 
A
b
i
l
i
t
y
 
t
o
 
b
a
l
a
n
c
e
 
c
a
s
h
 
A
c
c
o
u
n
t
.

3
'
.
1

S
k
i
l
l
 
i
n
 
r
e
c
o
n
c
i
l
i
n
g
 
b
a
n
k
 
s
t
a
t
e
m
e
n
t
.

3
8
.
1

S
k
i
l
l
 
i
n
 
m
o
n
e
y
 
h
a
n
d
l
i
n
g
 
s
i
t
u
a
t
i
o
n
s
.

$
.
2
 
K
n
o
w
l
e
d
g
e
 
o
f
 
p
r
e
p
a
r
i
n
g
 
a
 
d
e
p
o
s
i
t
 
s
l
i
p
.

3
8
.
3

S
k
i
l
l
 
i
n
 
b
a
s
i
c
 
m
a
t
h
e
m
a
t
i
c
a
l
 
c
o
m
p
u
t
a
t
i
o
n
.

-7
3-

3
9
.
1

K
n
o
w
l
e
d
g
e
 
o
f
 
l
e
g
a
l
 
o
f
f
i
c
e
 
p
r
a
c
t
i
c
e
s

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

as
t eo

P
r m

ia
ow



S
E
C
A
T
A
I
R
I
A
L
6
I
E
N
C
E

T
A
S
K
S

4
0
.

T
r
a
n
s
c
r
i
b
e
 
h
i
s
t
o
r
i
e
s
,
 
p
h
y
s
i
c
a
l

e
x
a
m
i
n
a
t
i
o
n
s
,
 
c
o
n
s
u
l
t
a
t
i
o
n
s
,

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

o
p
e
r
a
t
i
v
e
 
r
e
p
o
r
t
s

fo
r
a
 
v
a
r
i
e
t
y

o
f
 
m
e
d
i
c
a
l
 
s
e
r
v
i
c
e
s
.

4
1
.

T
y
p
e
 
d
o
c
u
m
e
n
t
s
 
f
r
o
m
 
d
i
r
e
c
t
i
o
n
s

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

S
K
I
U
S
A
N
O
W
L
E
O
G
E
S

3
9
.
2

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

3
9
.
3

S
k
i
l
l
 
]
h
 
l
i
s
t
e
n
i
n
g
 
t
o
 
c
l
i
e
n
t
s
'

n
a
m
e
s
 
a
n
d
 
o
t
h
e
r

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

a
c
c
u
r
a
t
b
l
y
,

3
9
.
4

S
k
i
l
l
 
i
n
 
t
e
l
e
p
h
o
n
e
 
e
t
i
q
u
e
t
t
e
 
a
n
d

u
s
a
g
e
.

3
9
.
5

S
k
i
l
l

t
h
e
 
u
s
a
g
e
 
o
f
 
l
e
g
a
]
 
v
o
c
a
b
u
l
a
r
y
.

41
1.

1
Im

o
41

1.
.

4
0
.
1
 
S
k
i
l
l
 
i
n
 
p
r
o
o
f
r
e
a
d
i
n
g
 
a
n
d
 
w
a
k
i
n
g
 
c
o
r
r
e
c
t
i
o
n
s

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

a
 
m
e
d
i
c
a
l
 
s
e
c
r
e
t
a
r
y
.

4
0
.
2

S
k
i
l
l
 
i
n
 
f
o
l
l
o
w
i
n
g
 
d
i
r
e
c
t
i
o
n
s
.

4
0
.
3

K
n
o
w
l
e
d
g
e
 
o
f
 
t
h
e
 
o
p
e
r
a
t
i
o
n
 
o
f
 
d
i
c
t
a
t
i
n
i

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

4
0
.
4

S
k
i
l
l
 
i
n
 
t
r
a
n
s
c
r
i
b
i
n
g

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

4
0
.
5
 
K
n
o
w
l
c
d
e
 
o
f
 
m
e
d
i
c
a
l
 
t
e
r
m
i
n
o
l
o
g
y

a
n
d
 
d
i
s
e
a
s
e

e
t
i
o
l
o
g
y
.

4
0
.
6
 
K
n
o
w
l
e
d
g
e
 
o
f
 
t
h
e
 
b
u
s
i
n
e
s
s

a
n
d
 
p
r
o
f
e
s
s
i
o
n
a
l

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

a
m
o
n
g

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

4
1
.
1

S
k
i
l
l
 
i
n
 
t
y
p
i
n
g
 
a
t
 
j
o
b
 
e
n
t
r
y
 
l
e
v
e
l

s
p
e
e
d
.

4
1
.
2

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

4
1
.
3

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

a
s
 
f
o
l
l
o
w
,
:

A
.

K
e
y
b
o
a
r
d

B
.

U
e
c
h
n
n
i
s
m
 
a
n
d
 
s
p
a
c
i
n
g

C
.

C
a
r
e
 
a
n
d
 
M
a
i
n
t
e
n
a
n
c
e

B
ar

en
b,
, fi
lf

al
lA

R
E



I
.

S
E
C
R
V
i
A
D
I
A
L
 
S
C
I
E
N
C
E

4
2
.

A
n
a
l
y
z
e
 
m
e
d
i
c
a
l
 
r
e
c
o
r
d
s
 
f
o
r

d
e
f
i
c
i
e
n
c
i
e
s
.

4
3
.

I
n
t
e
r
p
r
e
t
 
l
e
g
a
l
 
r
e
q
u
i
r
e
m
e
n
t
s

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

r
e
c
o
r
d
s
.

4
4
.

P
r
e
p
a
r
e
 
r
a
w
 
d
a
t
a
 
o
n
 
p
r
e
p
a
r
e
d

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

c
o
m
p
u
t
e
r
i
z
e
d
 
s
y
s
t
e
m
s
.

S
K
I
L
L
S
/
K
N
O
W
L
E
D
G
E
S

4
1
.
4

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

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

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

I
2
.
1

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

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

d
e
f
i
c
i
e
n
c
i
e
s
.

4
2
.
2

K
n
o
w
l
u
e

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

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

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

4
2
.
3

S
k
i
l
l
 
i
n
 
p
r
o
o
f
r
e
a
d
i
n
g
 
a
n
d
 
c
o
r
r
e
c
t
i
o
n
 
w
h
e
n

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

4
3
.
1
 
K
n
o
w
l
e
d
g
e
 
o
f
 
l
e
g
a
l
 
p
r
o
c
e
d
u
r
e
s
 
f
o
r
 
p
r
e
s
e
r
v
i
n
g

m
e
d
i
c
a
l
 
r
e
c
o
r
d
s
.

4
3
.
2

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

e
t
i
o
l
o
g
y
.

4
3
.
3

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

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

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

4
4
,
1

K
n
o
w
l
e
u
g
e
 
o
f
 
r
e
p
o
r
t
 
f
o
r
m
s
 
b
e
i
n
g
 
u
s
e
d
.

4
4
.
2

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

e
t
i
o
l
o
g
y
.

4
4
.
3

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

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

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

B
E

ST
C

O
PY

M
IM

E



sw
its

ia
L

T
A

L
sa

in
t=

4
5
.

O
p
e
r
a
t
e
 
t
h
e
 
t
e
n
-
k
e
y
 
a
d
d
i
n
g

m
a
c
h
i
n
e
 
w
i
t
h
 
s
p
e
e
d
 
a
n
d

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

s
y
s
t
e
m
.

4
6
.

P
e
r
f
o
r
m
 
s
i
m
p
l
e
 
t
o
 
c
o
m
p
l
e
x
 
m
a
.

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

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

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

4
7
.

U
s
e
 
t
h
e
 
f
u
l
l
-
k
e
y
 
a
d
d
i
n
g
-
l
i
s
t
i
n
g

m
a
c
h
i
n
e
.

4
8
.

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

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

s
t
e
n
c
i
a
l
 
d
u
p
l
i
c
a
t
i
n
g
 
m
a
c
h
i
n
e
s

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

S
K
I
L
L
S
/
K
N
O
W
L
E
O
G
E
S

4
5
.
1
 
K
n
o
w
l
e
d
g
e
 
o
f
 
t
e
n
-
k
e
y
 
a
d
d
i
n
g
 
m
a
c
h
i
n
e

4
5
.
2

S
k
i
l
l
 
i
n
 
u
s
i
n
g
 
t
e
n
-
k
e
y
 
a
d
d
i
n
g
 
m
a
c
h
i
n
e
.

4
5
.
3

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

4
6
.
1

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

7

4
6
.
2

S
k
i
l
l
 
i
n
 
u
s
i
n
g
 
r
o
t
a
r
y
 
a
n
d
 
k
e
y
-
d
r
i
v
e
n
 
c
a
l
c
u
l
a
t
o
r
s
.

4
6
,
3

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

4
6
,
4
 
K
n
o
w
l
e
d
g
e
 
o
f
 
s
p
e
c
i
a
l
 
s
h
o
r
t
 
c
u
t
 
t
e
c
h
n
i
q
u
e
s
.

4
7
.
1
 
K
n
o
w
l
e
d
g
e
 
o
f
 
f
u
l
l
-
k
e
y
 
a
d
d
i
n
g
 
l
i
s
t
i
n
g
 
m
a
c
h
i
n
e
.

4
7
.
2
 
S
k
i
l
l
 
i
n
 
u
s
i
n
g
 
f
u
l
l
-
k
e
y
 
a
i
d
i
n
g
 
l
i
s
t
i
n
g
 
m
a
c
h
i
n
e
.

4
7
.
3
 
K
n
o
w
l
e
d
g
e
 
o
f
 
c
a
r
e
 
a
n
d
 
m
a
i
n
t
e
n
a
n
c
e
 
o
f
 
m
a
c
h
i
n
e
,

-.
76

-4
8
.
1
 
K
n
o
w
l
e
d
g
e
 
o
f
 
m
i
m
e
o
g
r
a
p
h
 
a
n
d
 
d
u
p
l
i
c
a
t
i
n
g
 
m
a
c
h
i
n
e
s
.

4
8
.
2
 
S
k
i
l
l
 
i
n
 
u
s
i
n
g
 
m
i
m
e
o
g
r
a
p
h
 
a
n
d
 
d
u
p
l
i
c
a
t
i
n
g

m
a
c
h
i
n
e
s
.

4
8
.
3

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



M
A
R
K
E
T
I
N
G T
A
S
K
S

S
K
I
L
L
S
/
K
N
O
W
L
E
O
G
E
S

1
.

E
n
f
o
r
c
e
 
g
o
o
d
 
h
o
u
s
e
k
e
e
p
i
n
g
 
p
r
a
c
-

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

2
.

V
e
r
i
f
y
 
a
n
d
 
a
d
j
u
s
t
 
p
r
i
c
e
s
 
a
c
c
o
r
-

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

3
.

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

T
a
l
k
 
t
o
 
m
a
n
u
f
a
c
t
u
r
e
r
 
r
e
p
r
e
s
e
n
t
-

a
t
i
v
e
 
a
n
d
 
r
e
v
i
e
w
 
t
h
e
i
r
 
m
e
r
c
h
a
n
-

d
i
s
e
 
l
i
n
e
s
.

S
u
p
e
r
v
i
s
e
 
d
e
p
a
r
t
m
e
n
t
 
s
t
o
c
k
 
p
e
o
-

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

i
n
 
p
e
a
k
 
p
e
r
i
o
d
s
.

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

s
t
a
t
i
o
n
,
 
d
e
p
a
r
t
m
e
n
t
 
a
d
v
e
r
t
i
s
i
n
g

i
n
f
o
r
m
a
t
i
o
n
,
 
a
n
d
/
o
r
 
n
e
w
 
p
o
l
i
c
y

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

1
.
1
 
K
n
o
w
l
e
d
g
e
 
o
f
 
g
o
o
d
 
h
o
u
s
e
k
e
e
p
i
n
g
 
p
r
a
c
t
i
c
e
s
 
f
o
r

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

2
.
1

S
k
i
l
l
 
i
n
 
d
e
t
e
r
m
i
n
i
n
g
 
p
r
i
c
e
s
/
M
a
r
k
u
p
/
M
a
r
g
i
n
/

g
r
o
s
s
 
p
r
o
f
i
t
 
/
c
o
s
t
 
f
r
o
m
 
p
r
i
c
e
 
c
o
d
e
s
.

3
.
1

S
k
i
l
l
 
i
n
 
d
e
t
e
r
m
i
n
i
n
g
 
p
r
i
c
e
s
/
M
a
r
k
u
p
/
M
a
r
g
i
n
/

g
r
o
s
s
 
p
r
o
f
i
t
/
c
o
s
t
 
f
r
o
m
 
p
r
i
c
e
 
c
o
d
e
s
.

3
.
2

K
n
o
w
l
e
d
g
e
 
o
f
 
r
e
o
r
d
e
r
 
p
o
i
n
t
.

3
.
3

K
n
o
w
l
e
d
g
e
 
o
f
 
r
e
o
r
d
e
r
 
q
u
a
n
t
i
t
y
.

4
.
1
 
K
n
o
w
l
e
d
g
e
 
o
f
 
p
r
o
d
u
c
t
 
i
n
f
o
r
m
a
t
i
o
n
,
 
f
e
a
t
u
r
e
s
,

a
n
d
 
b
e
n
e
f
i
t
s
.

4
.
2
 
S
k
i
l
l
 
i
n
 
e
s
t
i
m
a
t
i
n
g
 
o
r
d
e
r
 
q
u
a
n
t
i
t
i
e
s
 
r
a
p
i
d
l
y
.

5
.
1

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

5
.
2
 
S
k
i
l
l
 
i
n
 
d
i
r
e
c
t
i
n
g
 
p
e
o
p
l
e
 
e
f
f
e
c
t
i
v
e
l
y
.

5
.
3

S
k
i
l
l
 
i
n
 
m
a
k
i
n
g
 
r
o
u
t
i
n
e
 
d
e
c
i
s
i
o
n
s
.

6
.
1

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

6
.
2

S
k
i
l
l
 
i
n
 
o
r
a
l
 
c
o
m
m
u
n
i
c
a
t
i
o
n
s
 
o
v
e
r
 
t
e
l
e
p
h
o
n
e

o
r
 
i
n
 
p
e
r
s
o
n
.



M
A

kK
til

N
d

i

T
A
S
K
S

7
.

W
r
I
t
e
 
i
n
i
t
i
a
l
 
a
d
v
e
r
t
i
s
i
n
g
 
c
o
p
y

i
n
f
o
r
m
a
t
i
o
n
.

e
.

H
e
l
p
 
s
a
l
e
s
p
e
r
s
o
n
 
w
i
t
h
 
a
n
y
 
d
i
f
f
i
-

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

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

D
e
c
i
d
e
 
w
h
e
n
 
t
o
 
m
a
r
k
 
d
o
w
n
 
m
e
r
-

c
h
a
n
d
i
s
e
 
a
n
d
 
s
u
p
e
r
v
i
s
e
 
m
a
r
k
-

d
o
w
n
s
.

1
1
0
.

S
u
p
e
r
v
i
s
e
 
t
h
e
 
m
e
r
c
h
a
n
d
i
s
e
 
f
i
x
-

t
u
r
e
 
a
r
r
a
n
g
e
m
e
n
t
s
 
o
n
 
t
h
e
 
s
a
l
e
s

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

S
K
I
L
L
S
/
K
N
O
W
L
E
D
G
E
S

7
.
1

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

a
n
d
 
b
e
n
e
f
i
t
s
.

7
.
2
 
K
n
o
w
l
e
d
g
e
 
o
f
 
s
e
l
l
i
n
g
 
p
o
i
n
t
s
 
o
f
 
m
e
r
c
h
a
n
d
i
s
e
.

8
.
1

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

a
n
d
 
b
e
n
e
f
i
t
s
.

8
.
2

S
k
i
l
l
 
i
n
 
o
r
a
l
 
c
o
m
m
u
n
i
c
a
t
i
o
n
s
 
o
v
e
r
 
t
e
l
e
p
h
o
n
e

o
r
 
i
n
 
p
e
r
s
o
n
.

8
.
3
 
K
n
o
w
l
e
d
g
e
 
o
f
 
s
e
l
l
i
n
g
 
p
o
i
n
t
s
 
o
f
 
m
e
r
c
h
a
n
d
i
s
e
.

8
.
4
 
K
n
o
w
l
e
d
g
e
 
o
f
 
s
a
l
e
s
m
a
n
s
h
i
p
 
e
x
p
e
r
t
i
s
e
.

9
.
1
 
K
n
o
w
l
e
d
g
e
 
o
f
 
p
r
o
d
u
c
t
 
i
n
f
o
r
m
a
t
i
o
n
,
 
f
e
a
t
u
r
e
s

a
n
d
 
b
e
n
e
f
i
t
s
.

9
.
2

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

f
a
s
h
i
o
n
s
.

9
.
3

S
k
i
l
l
 
i
n
 
d
i
r
e
c
t
i
n
g
 
p
e
o
p
l
e
 
e
f
f
e
c
t
i
v
e
l
y
.

1
0
.
1

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

1
0
.
2

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

d
i
s
p
l
a
y
.

1
0
.
3

S
k
i
l
l
 
i
n
 
d
i
r
e
c
t
i
n
g
 
p
e
o
p
l
e
 
e
f
f
e
c
t
i
v
e
l
y
.



1,
1

.1
±

±
.

pa
rt

itE
tit

t

1
T
A
S
K
S

1
1
.

V
o
r
k
 
c
l
o
s
e
l
y
 
w
i
t
h
 
b
r
a
n
c
h
 
o
r

s
u
b
u
r
b
a
n
 
d
e
p
a
r
t
m
e
n
t
 
m
a
n
a
g
e
r
s
,

p
r
o
v
i
d
i
n
g
 
t
r
.
=
 
w
i
t
h
 
n
e
c
e
s
s
a
r
y

i
n
f
o
r
m
a
t
i
o
n
 
a
n
d
 
c
o
o
r
d
i
L
a
t
i
n
g

t
h
e
i
r
 
e
f
f
o
r
t
s
.

1
2
.

K
c
.
:
t
p
 
c
h
e
c
k
 
o
f
 
f
a
s
t
 
a
n
d
 
s
l
o
w

m
o
v
i
n
g
 
i
t
e
m
s
,
 
r
.
l
c
o
z
m
e
n
d
i
n
L
;
 
t
o

b
u
y
e
r
 
t
h
e
i
r
 
r
e
o
r
d
e
r
,
 
m
a
r
k
i
n
g

d
o
w
n
 
o
r
 
t
r
a
n
s
f
e
r
 
f
r
o
m
 
o
n
e
 
s
t
o
r
e

t
o
 
a
n
o
t
h
e
r
.

1
3
.

K
e
e
p
 
c
h
e
c
k
 
o
n
 
t
h
e
 
m
o
v
e
m
e
n
t
 
o
f

d
e
p
a
r
t
m
e
n
t
'
s
 
m
e
r
c
h
a
n
d
i
s
e
 
f
r
o
:

p
o
i
n
t
 
o
f
 
r
e
c
e
i
v
i
n
g
 
t
o
 
g
e
t
t
i
n
g

i
t
 
o
n
 
t
h
e
 
s
e
l
l
i
n
g
 
f
l
o
o
r
.

1
4
.

S
e
l
e
c
t
 
m
e
r
c
h
a
n
d
i
s
e
 
a
n
d
 
w
r
i
t
e
'

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

S
K
I
L
L
S
/
M
a
I
L
E
D
G
E
S

1
1
.
1

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

1
1
.
2

S
k
i
l
/
 
i
n
 
o
r
a
l
 
c
o
m
m
u
n
i
c
a
t
i
o
n
s
 
o
v
e
r
 
t
e
l
e
p
h
o
n
e

o
r
 
i
n
 
p
e
r
s
o
n
.

1
1
.
3

S
k
i
l
l
 
i
n
 
:
o
r
e
c
a
s
t
i
n
g
 
n
e
e
d
&
 
a
n
d
 
p
l
a
n
n
i
n
g
 
a
h
e
a
d
.

00
 0

0
41

10
.

00
A

ft

1
2
.
]
.

S
k
i
l
l
 
i
n
 
i
n
v
e
n
t
o
r
y
 
c
o
n
t
r
o
l
 
b
o
o
k
k
e
e
p
i
n
g
.

1
2
.
2

S
k
i
l
l
 
i
n
 
m
a
k
i
n
g
 
r
o
u
t
i
n
e
 
d
e
c
i
s
i
o
n
s
.

1
2
.
3

S
k
i
l
l
 
i
n
 
o
r
a
l
 
c
o
r
m
u
n
i
c
a
t
i
o
n
s
 
o
v
e
r
 
t
e
l
e
p
h
o
n
e

o
r
 
i
n
 
p
e
r
s
o
n
.

-
7
9
-

1
3
.
1

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

00
0

1
4
.
1
 
S
k
i
l
l
 
i
n
 
d
e
t
e
r
m
i
n
i
n
g
 
p
r
i
c
e
s
/
M
a
r
k
u
p
/
M
a
r
g
i
n
/

g
r
o
s
s
 
p
r
o
f
i
t
 
/
c
o
s
t
 
f
r
o
m
 
p
r
i
c
e
 
c
o
d
e
s
.

1
4
.
2

K
n
o
w
l
e
d
g
e
 
o
f
 
r
e
o
r
d
e
r
 
p
o
i
n
t
.

K
n
o
w
l
e
d
g
e
 
o
f
 
r
e
o
r
d
e
r
 
q
u
a
n
t
i
t
y
.

1
4
.
4
 
K
n
o
w
l
e
d
g
e
 
o
f
 
p
r
o
d
u
c
t
 
i
n
f
o
r
m
a
t
i
o
n
,
 
f
e
a
t
u
r
e
s

a
n
d
 
b
e
n
e
f
i
t
s
.

1
4
.
5

S
k
i
l
l
 
i
n
 
m
a
k
i
n
g
 
r
o
u
t
i
n
e
 
d
e
c
i
s
i
o
n
s
.

1
4
.
6
 
K
n
o
w
l
e
d
g
e
 
o
f
 
s
e
l
l
i
n
g
 
p
o
i
n
t
s
 
o
f
 
m
e
r
c
h
a
n
d
i
s
e
.

14
3

M
al

lO
rA

N
N

A
B

IL
E



s
i

1
5
.
 
W
r
i
t
e
 
i
n
e
r
c
h
a
n
d
i
s
e
 
o
r
-
l
e
r

c
a
n
c
e
l
l
a
t
i
o
n
s
.

1
 
P
l
a
c
e
 
s
p
e
c
i
a
l
 
o
r
d
e
r
s
 
a
n
d
 
f
o
l
l
o
w

t
h
r
o
u
g
h
 
o
n
 
t
h
e
i
r
 
d
e
l
i
v
e
r
y
.

1
7
.

S
u
p
e
r
v
i
s
e
 
p
e
r
i
o
d
.
1
 
i
n
v
e
n
t
o
r
i
e
s

o
f
 
s
t
o
c
k
 
'
o
n
 
s
e
l
l
i
n
g
 
f
l
o
o
r
 
a
n
d

I
I
I
 
s
t
o
c
k
r
o
o
m
.

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

I
n
 
t
h
e
 
c
i
t
y
.

1
9
.

E
s
t
i
m
a
t
e
 
f
U
t
u
r
e
 
s
a
l
e
s
 
b
a
s
e
d
 
o
n

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

S
K
I
L
L
S
 
/
K
N
O
W
L
E
D
G
E

1
4
.
7
 
K
n
o
w
l
e
d
g
e
 
o
f
 
f
a
s
h
i
o
n
 
m
e
r
c
h
a
n
d
i
s
i
n
g
 
a
.
r
i
d

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

1
4
.
e
 
S
k
i
l
l
 
i
n
 
c
o
m
m
u
n
i
c
a
t
i
n
g
 
l
e
g
i
b
l
y
 
i
n
 
w
r
i
t
t
e
n

e
n
g
l
i
s
h
.
.

1
5
.
1
 
S
k
i
l
l
 
i
n
 
m
a
k
i
n
g
 
r
o
u
t
i
n
e
 
d
e
c
i
s
i
o
n
s
.

1
5
,
2

S
k
i
l
l
 
i
n
 
c
o
m
m
u
n
i
c
a
t
i
n
g
 
l
e
g
i
b
l
y
 
i
n
 
w
r
i
t
t
e
n

e
n
g
l
i
s
h
.

1
6
.
1
 
S
k
i
l
l
 
i
n
 
c
o
m
m
u
n
i
c
a
t
i
n
g
 
l
e
g
i
b
l
y
 
i
n
 
w
r
i
t
t
e
n

e
n
g
l
i
s
h
.

1
6
.
2
 
K
n
o
w
l
e
d
g
e
 
o
f
 
s
p
e
c
i
a
l
 
o
r
d
e
r
 
p
r
o
c
e
d
u
r
e
s
 
i
n

S
t
o
r
e
.

1
7
.
1

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

1
7
.
2
 
S
k
i
l
l
 
i
n
 
d
i
r
e
c
t
i
n
g
 
p
e
o
p
l
e
 
e
f
f
e
c
t
i
v
e
l
y
,

1
8
.
1
 
K
n
o
w
l
e
d
g
e
 
o
f
 
p
r
o
d
u
c
t
 
i
n
f
o
r
m
a
t
i
o
n
,
 
f
e
a
t
u
r
e
s

a
n
d
 
b
e
n
e
f
i
t
s
.

1
9
.
1

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

a
n
d
 
b
e
n
e
f
i
t
s
.

1
9
.
2
 
S
k
i
l
l
 
i
n
 
m
a
k
i
n
g
 
r
o
u
t
i
n
e
 
d
e
c
i
s
i
o
n
s
.

1
9
.
3

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

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

S
k
i
l
l
 
i
n
 
i
n
v
e
n
t
o
r
y
 
c
o
n
t
r
o
l
 
b
o
o
k
k
e
e
p
i
n
g
.
-

.
1
s
o
.
 
9
.
4



2
0
.
 
M
a
t
c
h
 
r
e
c
e
i
v
i
n
g
 
p
a
p
e
r
s
 
w
i
t
h

b
u
y
e
r
'
s
 
o
r
d
e
r
s
.

2
1
.

R
e
c
e
i
v
e
 
i
n
c
o
m
i
n
g
 
s
h
i
p
m
e
n
t
s
 
o
f

m
e
r
c
h
a
n
d
i
s
e
.

2
2
.

T
a
l
l
y
 
i
n
v
o
i
c
e
s
,
 
b
i
l
l
s
 
o
f

l
a
d
i
n
g
,
 
o
r
 
d
e
l
i
v
e
r
y
 
t
i
c
k
e
t
s
.

2
3
.

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

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

2
4
.

R
o
u
t
e
 
p
a
c
k
a
g
e
s
 
t
o
 
p
r
o
p
e
r

d
e
p
a
r
t
m
e
n
t
s
.

2
5
.

K
e
e
p
 
a
 
w
r
i
t
t
e
n
 
r
e
c
o
r
d
 
o
f
 
a
l
l

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

2
6
.

T
r
a
c
k
 
d
o
w
n
 
n
o
n
-
d
e
l
i
v
e
r
e
d
 
m
e
r
-

c
h
a
n
d
i
s
e
 
a
n
d
 
m
a
k
e
 
c
l
a
i
m
s
.

S
K
I
L
L
S
/
K
N
O
W
L
E
D
G
E
S

2
0
.
1

S
k
i
l
l
 
I
n
 
m
a
i
n
t
a
i
n
i
n
g
,
 
a
n
d
 
u
s
i
n
g
 
o
r
d
e
r
 
f
i
l
e
S
.

2
1
.
1

S
k
i
l
l
 
i
n
.
 
m
a
i
n
t
a
i
n
i
n
g
 
a
n
d
 
u
s
i
n
g
 
o
r
d
e
r
 
f
i
l
e
s
.

2
1
.
2

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

2
1
.
3

S
k
i
l
l
 
i
n
 
f
o
l
l
o
w
i
n
g
 
t
h
r
o
u
g
h
 
w
i
t
h
o
u
t
 
f
u
r
t
h
e
r

d
i
r
3
c
t
i
o
-
a
.

2
2
.
1

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

2
2
.
2

S
k
i
l
l
 
i
n
 
o
b
s
e
r
v
i
n
g
 
i
m
p
o
r
t
a
n
t
 
d
e
t
a
i
l
s
.

2
3
.
1

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

2
3
.
2

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

2
3
.
3

S
k
i
l
l
 
i
t
 
o
b
s
e
r
v
i
n
g
 
i
m
p
o
r
t
a
n
t
 
d
e
t
a
i
l
s
.

2
4
.
1

K
n
o
w
l
e
d
g
e
 
c
1
 
s
t
o
r
e
 
t
r
a
f
f
i
c
 
p
r
o
c
e
d
u
r
e
s
.

2
4
.
2

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

2
5
.
1

S
k
i
l
l
 
i
n
 
i
n
v
e
n
t
o
r
y
 
c
o
n
t
r
o
l
 
b
o
o
k
k
e
e
p
i
n
g
.

2
6
.
1

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



C
h
e
e
k
 
w
i
t
h
 
e
.
a
r
r
i
e
r
s
 
f
o
r
 
l
o
s
t

i
t
e
r
c
h
a
n
d
i
s
e
s

a
.
 
S
u
p
e
r
v
i
s
e
 
r
e
c
e
i
v
i
n
g
 
c
l
e
r
k
s
 
r
e
-

a
r
d
i
n
g
 
t
h
e
 
q
u
i
c
k
 
f
o
r
w
a
r
d
i
n
g

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

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

a
r
e
a
s
.

2
9
.

W
o
r
k
 
w
i
t
h
 
b
u
y
e
r
s
 
o
n
 
c
o
m
p
l
a
i
n
t
s

o
f
 
m
i
s
s
i
n
g
 
a
n
d
 
d
a
m
a
g
e
d
 
m
e
r
-

c
h
a
n
d
i
s
e
.

R
o
u
t
e
 
r
e
t
u
r
n
-
t
o
-
V
e
n
d
o
r

m
er

-
ch

ad
is

e.

A
rr

an
ge

 d
is

pl
ay

 o
f

m
er

ch
an

di
se

In
 s

to
re

 W
in

do
w

s 
or

 s
ho

w
ca

se
s

w
hi

ch
 w

ill
 f

ea
tu

re
 s

el
lin

g
po

in
ts

.

S
K
I
L
L
S
/
K
R
O
W
L
E
D
G
E
S

2
7
.
1
 
K
n
o
w
l
e
d
g
e
 
o
f
 
r
e
c
e
i
v
i
n
g
 
p
r
o
c
e
d
u
r
e
s
.

2
7
.
2

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

2
8
.
1

2
8
,
2

2
8
.
3

2
8
.
4

2
8
.
5

2
8
.
6

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

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

S
k
i
l
l
 
i
n
 
d
i
r
e
c
t
i
n
g
 
p
e
o
p
l
e
 
e
f
f
e
c
t
i
v
e
l
y
.

S
k
i
l
l
 
i
n
 
m
a
k
i
n
g
 
r
o
u
t
i
n
e
 
d
e
c
i
s
i
o
n
s
.

S
k
i
l
l
 
i
n
 
o
r
a
l
 
c
o
m
m
u
n
i
c
a
t
i
o
n
s
 
o
v
e
r
 
t
e
l
e
p
h
o
n
e

o
r
 
i
n
 
p
e
r
s
o
n
.

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

2
9
.
1
 
K
n
o
w
l
e
d
g
e
 
o
f
 
c
l
a
i
m
 
p
r
o
c
e
d
u
r
e
s
.

2
9
.
2

S
k
i
l
l
 
i
n
 
f
o
l
l
o
w
i
n
g

th
ro

ug
h 

w
ith

ou
t
f
u
r
t
h
e
r

d
i
r
e
c
t
i
o
n
s
.

ai
r

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

K
n
o
w
l
e
d
g
e
 
o
f
 
p
r
o
d
u
c
t
 
i
n
f
o
r
m
a
t
i
o
n
,

f
e
a
t
u
r
e
s

a
n
d
 
b
e
n
e
f
i
t
s
.

3
1
.
2
 
K
n
o
w
l
e
d
g
e
 
o
f
 
s
e
l
l
i
n
g
 
p
o
i
n
t
s

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

3
1
.
3

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

3
1
.
4
 
K
n
o
w
l
e
d
g
e
 
o
f

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

A
l
i
v
i
r

82
-



S
K
I
L
L
S
A
N
O
W
L
E
D
G
E
S

3
2
.

I
t
e
c
e
i
v
e
 
d
i
r
e
c
t
i
o
n
s
 
v
i
a
 
s
k
e
t
c
h
e
s
,

o
r
 
v
e
r
b
a
l
l
y
,
 
a
n
d
 
i
m
p
l
e
m
e
n
t
.

3
3
.

S
u
p
e
r
v
i
s
e
 
c
l
e
a
n
i
n
g
 
o
f
 
d
i
s
p
l
a
y

w
i
n
d
o
w
s
 
a
n
d
 
f
i
x
t
u
r
e
s
.

7

3
4
.

S
u
p
e
r
v
i
s
e
 
m
a
k
i
n
g
 
o
f
 
n
e
c
e
s
s
a
r
y

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

s
i
g
n
s
.

3
5
.

G
a
t
h
e
r
,
 
c
o
o
r
d
i
n
a
t
e
 
a
n
d
 
a
c
c
e
s
s

o
r
i
z
e
 
m
e
r
c
h
a
n
d
i
s
e
 
f
o
r
 
d
i
s
p
l
a
y
s
.

3
6
.

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

s
a
l
e
s
,
 
c
o
m
i
n
g
 
a
d
v
e
r
t
i
s
e
m
e
n
t
s
,

c
u
r
r
e
n
t
 
e
v
e
n
t
s
 
o
r
 
c
u
r
r
e
n
t

f
a
s
h
i
o
n
s
.

3
2
.
1

S
k
i
l
l
 
i
n
 
v
i
s
u
a
l
i
z
i
n
g
 
i
d
e
a
s
.

3
2
.
2

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

d
i
s
p
l
a
y
.

3
2
.
3

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

O
w

.
a

3
3
.
1

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

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

3
3
.
2

S
k
i
l
l
 
i
n
 
d
i
r
e
c
t
i
n
g
 
p
e
o
p
l
e
 
e
f
f
e
c
t
i
v
e
l
y
.

01
.

3
4
.
1

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

3
4
.
2

S
k
i
l
l
 
i
n
 
v
i
s
u
a
l
i
z
i
n
g
 
i
d
e
a
s
.

3
4
.
3

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

3
4
.
4

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

3
4
.
5

S
k
i
l
l
 
i
n
 
d
i
r
e
c
t
i
n
g
 
p
e
o
p
l
e
 
e
f
f
e
c
t
i
v
e
l
y
.

m
sa

l
.1

Im
N

M
N

ow
n.

8
3

3
5
.
1

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

a
n
d
 
b
e
n
e
f
i
t
s
.

3
5
.
2

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

3
5
.
3

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

.
.
.

3
6
.
1

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

f
o
r
 
c
u
r
r
e
n
t
 
a
n
d
 
f
u
t
u
r
e
 
u
s
e
.

3
6
.
2

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

B
E
S
T
 
C
O
P
T
 
A
M
A
M
I



m
itu

rr
ni

S
K
I
L
L
S
/
K
N
O
W
L
E
D
G
E
S

3
7
.

D
r
e
s
s
 
m
a
n
n
e
q
u
i
n
s
 
f
o
r
 
d
i
s
b
l
a
y
s

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

t
h
e
 
e
y
e
.

3
8
.
1

D
e
s
i
g
n
 
a
n
d
 
s
k
e
t
c
h
 
d
i
s
p
l
a
y
s
 
a
n
d

a
s
s
i
s
t
 
i
n
 
d
e
v
e
l
o
p
i
n
g
 
s
t
o
r
e
w
i
d
e

t
h
e
m
e
s
.

3
9
.

H
e
l
p
 
s
e
t
 
u
p
 
w
i
n
d
o
w
 
d
i
s
p
l
a
y
s

S
 
a
n
d
 
i
n
t
e
r
i
o
r
 
s
t
o
r
e
,
 
t
r
i
m
 
u
n
d
e
r

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

a
s
s
i
s
t
a
n
t
 
o
r
 
m
a
n
a
g
e
r
,
 
a
n
d
 
s
u

p
e
r
v
i
s
e
 
h
e
l
p
e
r
s
.

.
4
0
.

H
e
l
p
 
c
a
r
r
y
 
e
q
u
i
p
m
e
n
t
 
f
o
r
 
s
e
t
t
i
n
g

u
p
 
d
i
s
p
l
a
y
s
 
s
u
c
h
 
a
s
 
l
a
d
d
e
r
s
 
a
n
d

s
t
a
p
l
e
r
s
.

4
1
.

H
e
l
p
 
d
i
s
m
a
n
t
l
e
 
d
i
s
p
l
a
y
s
 
a
n
d
 
r
e
-

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

3
7
.
1

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

a
n
d
 
b
e
n
e
f
i
t
s
.

3
7
.
2

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

3
7
.
3

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

3
8
.
1

S
k
i
l
l
 
i
n
 
v
i
s
u
a
l
i
z
i
n
g
 
i
d
e
a
s
.

3
8
.
2

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

3
8
.
3

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

s
t
o
r
e
 
t
r
i
m
.

3
9
.
1

S
k
i
l
l
 
i
n
 
d
i
r
e
c
t
i
n
g
 
p
e
o
p
l
e
 
e
f
f
e
c
t
i
v
e
l
y
.

3
9
.
2

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

d
i
s
p
l
a
y
.

3
9
.
3

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

3
9
.
4
 
S
k
i
l
l
 
i
n
 
v
i
s
u
a
l
i
z
i
n
g
 
i
d
e
a
s
.

4
0
,
1

S
k
i
l
l
 
i
n
 
f
o
l
l
o
w
i
n
g
 
d
i
r
e
c
t
i
o
n
s
.

4
1
.
1

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

d
a
m
a
g
e
 
o
r
 
l
o
s
s
.



4
,

4
2
.

S
t
o
r
e
 
d
i
s
p
l
a
y
 
f
i
x
t
u
r
e
s
 
a
n
d

s
u
p
p
l
i
e
s
.

4
3
.

P
e
r
s
o
n
a
l
l
y
 
i
n
t
e
r
v
i
e
w
 
a
n
d
 
f
i
l
l

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

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

4
4
.

Q
u
e
s
t
i
o
n
 
a
p
p
l
i
c
a
n
t
'
s
 
c
r
e
d
i
t

r
e
c
o
r
d
.

4
5
.

O
b
t
a
i
n
 
i
n
f
o
r
m
a
t
i
o
n
 
f
r
o
m
 
c
r
e
d
i
t

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

s
t
o
r
e
s
 
w
i
t
h
 
w
h
o
m
 
t
h
e
 
c
r
e
d
i
t

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

4
b
.

S
e
n
d
 
f
o
r
m
 
l
e
t
t
e
r
s
a
d
v
i
s
i
n
g
 
i
n
-

d
i
v
i
d
u
a
l
s
 
w
h
e
t
h
e
r
 
o
r
 
n
o
t
 
t
h
e
i
r

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

4
.
7
.

S
u
p
p
l
y
 
i
n
f
o
r
m
a
t
i
o
n
 
t
o

c
r
e
d
i
t

-
b
u
r
e
a
u
s
 
a
n
d
 
c
r
e
d
i
t
 
b
u
r
e
a
u

m
e
m
b
e
r
s
.

S
K
I
L
L
S
/
K
N
O
W
L
E
D
G
E
S

4
2
.
1

S
k
i
l
l
 
i
n
 
p
r
o
t
e
c
t
i
n
g
 
a
n
d
c
o
n
s
e
r
v
i
n
g
 
d
i
s
p
l
a
y

e
q
u
i
p
m
e
n
t
 
a
n
d
 
s
u
p
p
l
i
e
s
.

4
3
.
1

K
n
o
w
l
e
d
g
e
 
o
f
 
C
r
e
d
i
t
 
A
p
p
l
i
c
a
t
i
o
n
 
F
o
r
m
s
.

4
3
.
2

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

4
3
.
3

S
k
i
l
l
 
i
n
 
o
r
a
l
 
c
o
m
m
u
n
i
c
a
t
i
o
n
s
 
o
v
e
r
t
e
l
e
p
h
o
n
e

o
r
 
i
n
 
p
e
r
s
o
n
.

4
3
,
4
 
S
k
i
l
l
 
i
n
 
g
a
t
h
e
r
i
n
g
 
a
n
d
 
a
s
s
i
m
i
l
a
t
i
n
g
 
i
n
f
o
r
m
a
t
i
o
n

f
o
r
 
c
u
r
r
e
n
t
 
a
n
d
 
f
u
t
u
r
e
 
u
s
e
.

4
4
.
1
 
K
n
o
w
l
e
d
g
e
 
o
f
 
c
r
e
d
i
t
 
p
r
a
c
t
i
c
e
s
.

4
5
.
1

S
k
i
l
l
 
i
n
 
o
r
a
l
 
c
o
m
m
u
n
i
c
a
t
i
o
n
s

o
v
e
r
 
t
e
l
e
p
h
o
n
e

o
r
 
i
n
 
p
e
r
s
o
n
.

4
5
.
2

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

4
6
.
1

S
k
i
l
l
 
i
n
 
t
y
p
i
n
g
.
-

-
8
5
-

4
7
.
1
 
K
n
o
w
l
e
d
g
e
 
o
f
 
c
r
e
d
i
t
 
p
r
a
c
t
i
c
e
s
.

4
7
.
2
 
S
k
i
l
l
 
i
n
 
t
y
p
i
n
g
.

4
7
0
 
K
n
o
w
l
e
d
g
e
 
o
f
 
c
r
e
d
i
t
 
r
e
p
o
r
t
i
n
g
 
f
o
r
m
s
.



0
.
 
C
o
n
v
e
r
t
 
o
r
 
t
r
a
n
s
f
e
r
 
a
c
c
o
u
n
t
s

f
r
o
m
 
o
n
e
 
t
y
p
e
 
t
o
 
a
n
o
t
h
e
r
.

4
9
.

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

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

5
0
.

C
h
a
n
g
e
 
c
h
a
r
g
e
 
a
d
d
r
e
s
s
e
s
 
f
o
r

c
u
s
t
o
m
e
r
s
.

5
1
.

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

a
r
e
 
d
e
l
i
n
q
u
e
n
t
.

5
2
.

B
a
l
a
n
c
e

5
3
 
A
p
p
r
o
v
e

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

o
r
 
r
e
j
e
c
t
 
a
c
c
o
u
n
t
s
.

S
K
I
L
L
S
A
N
0
W
L
E
O
G
E
S

4
8
.
1
 
K
n
o
w
l
e
d
g
e
 
o
f
 
c
r
e
d
i
t
 
p
r
a
c
t
i
c
e
s
.

A
P

IN
IO

N
Y

4
9
.
1

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

4
9
.
2

S
k
i
l
l
 
i
n
 
t
y
p
i
n
g
.

4
9
.
3

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

4
9
.
4
 
S
k
i
l
l
 
i
n
 
u
s
e
 
o
f
 
b
i
l
l
i
n
g
/
p
o
s
t
i
n
g
/
m
i
c
r
o
f
i
l
m

m
a
c
h
i
n
e
.

5
0
.
1

S
k
i
l
l
 
i
n
 
t
y
p
i
n
g
.

5
0
.
2

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

5
1
.
1

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

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

5
1
.
2

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

5
1
.
3

S
k
i
l
l
 
i
n
 
o
r
a
l
 
c
o
m
m
u
n
i
c
a
t
i
o
n
s
 
o
v
e
r
 
t
e
l
e
p
h
o
n
e

o
r
 
i
n
 
p
e
r
s
o
n
.

.
5
1
.
4
 
K
n
o
w
l
e
d
g
e
 
o
f
 
c
r
e
d
i
t
 
p
r
a
c
t
i
c
e
s
.

5
2
.
1
 
K
n
o
w
l
e
d
g
e
 
o
f
 
a
c
c
o
u
n
t
i
n
g
 
p
r
i
n
c
i
p
l
e
s
.

5
3
.
1

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

5
3
.
2

K
n
o
w
l
e
d
g
e
 
o
f
 
C
r
e
d
i
t
 
A
p
p
l
i
c
a
t
i
o
n
 
-
F
o
r
m
s
.



S
K
I
L
L
S
/
K
N
O
A
L
E
D
G
E
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5
4
.

A
r
r
a
n
g
e
 
t
x
t
e
n
s
i
o
n
s
 
o
f
 
t
i
m
e
 
f
o
r

,
p
a
y
i
n
g
 
a
c
c
o
u
n
t
s
.

5
5
.

S
e
n
d
 
a
c
c
e
p
t
e
d
 
c
r
e
d
i
t
 
a
p
p
l
i
t
.
a
-

t
i
o
n
s
 
t
o
 
c
o
o
p
e
r
a
t
i
n
z
 
b
a
t
i
k
 
s
o

t
h
a
t
 
c
h
a
r
a
e
 
p
l
a
t
e
s
 
c
a
n
 
b
;
1
 
s
e
n
t

t
o
 
c
u
s
t
o
m
e
r
s
.

5
6
.

S
p
e
c
i
a
l
i
z
e
 
i
n

a
 
c
e
r
-

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

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

5
7
.

D
e
v
e
l
o
p
 
a
 
c
u
s
t
o
m
e
r
 
f
o
l
l
o
w
i
n
g

(
c
l
i
e
n
t
e
l
e
)
,
 
w
h
o
 
c
a
n
 
b
e
 
c
a
l
l
e
d

a
n
d
 
i
n
f
o
r
m
e
d
 
o
f
 
n
e
w

m
er

ch
an

-
d
i
s
e
,

A
rt

.
5
8
.

I
s
 
a
d
e
p
t
 
a
t
 
s
u
g
g
e
s
t
i
o
n
 
s
e
l
l
i
n
g

a
n
d
 
n
e
a
r
l
y
 
a
l
w
a
y
s
 
i
n
c
r
e
a
s
e
s

t
h
e
 
a
m
o
u
n
t
 
o
f
 
t
h
e
 
s
a
l
e
.

5
9
.

I
n
f
o
r
m
 
b
u
y
e
r
 
o
f
 
s
t
o
c
k
 
s
h
o
e
z
l
g
e
s

a
n
d
 
c
u
s
t
o
m
e
r
 
w
a
n
t
s
.

5
L
.
1

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

5
4
.
2

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

d
e
l
i
n
q
u
e
n
t
 
c
u
s
t
o
 
:
1
e
r
s
 
t
o
 
p
a
y
 
b
i
l
l
s
.

X
n
o
w
l
e
d
g
e
 
o
f
 
c
r
e
d
i
t
 
p
r
 
c
t
i
c
e
s
.

5
5
.
2

I
:
i
l
l
 
i
n
 
t
y
p
i
n
g
.

5
6
.
1

E
x
t
e
n
s
i
v
e
 
k
n
o
w
l
e
d
g
e
 
o
f
 
p
r
o
d
u
c
t
.

5
6
.
2

S
k
i
l
l
 
i
n
 
g
a
t
h
e
r
i
n
g
 
a
n
d
 
a
s
s
i
m
i
l
a
t
i
n
g

f
o
r
 
c
u
r
r
e
n
t
 
a
n
d
 
f
u
t
u
r
e
 
u
s
e
.

i
n
f
o
r
m
a
t
i
o
n

5
7
.
1

S
k
i
l
l
 
i
n
 
d
e
t
e
r
m
i
n
i
n
g
 
c
u
s
t
o
m
e
r
 
n
e
e
d
s

i
n
t
e
r
e
s
t
s
.

5
7
.
2

S
k
i
l
l
 
i
n
 
g
a
t
h
e
r
i
n
g
 
a
n
d
 
a
s
s
i
m
i
l
a
t
i
n
g

f
o
r
 
c
u
r
r
e
n
t
 
a
n
d
 
f
u
t
u
r
e
 
u
s
e
.

a
n
d

i
n
f
o
r
m
a
t
i
o
n

5
:
:
,
1

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

5
8
.
2

k
n
o
w
l
e
d
g
e
 
o
f
 
s
a
l
e
s
m
a
n
r
h
i
p
 
e
x
p
e
r
t
i
s
e
.

5
9
.
1

S
k
i
l
l
 
i
n
 
d
e
t
e
r
m
i
n
i
n
g

i
n
t
e
r
e
s
t
s
.

5
9
.
2

S
k
i
l
l
 
i
n
 
t
a
k
i
n
g
 
s
p
o
t

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

i
n
v
e
n
t
o
r
i
e
s
.



6
0
.

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

f
i
x
t
u
r
e
s
 
c
l
e
a
n
 
a
n
d
 
a
t
t
r
a
c
t
i
v
e

a
n
d
 
s
t
o
c
k
 
n
e
a
t
l
y
 
a
r
r
a
n
g
e
d
.

6
1
.

h
e
l
p
 
w
i
t
h
 
a
t
t
r
a
c
t
i
v
e
l
y
 
d
i
s
p
l
a
y
-

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

m
e
n
t
 
a
n
d
 
k
e
e
p
i
n
g
 
d
i
s
p
l
a
y
s
 
f
r
e
s
h
.

6
2
.

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

6
3
.

C
a
l
l
 
a
t
t
e
n
t
i
o
n
 
t
o
 
n
e
w
 
s
a
l
e
 
o
r

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

6
4
.
.

T
r
a
d
e
 
u
p
 
d
u
r
i
n
g
 
a
 
s
a
l
e
 
b
y
 
e
m
-

p
h
a
s
i
z
i
n
g
 
q
u
a
l
i
t
i
e
s
 
o
f
 
h
i
g
h
e
r

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

r

S
K
i
L
L
S
A
N
O
W
L
E
D
G
E
S

6
0
.
1

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

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

6
0
.
2

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

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

6
1
.
1

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

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

6
'
.
l

S
k
i
l
l
 
i
n
 
u
s
e
 
o
f
 
m
a
i
l
i
n
g
 
l
i
s
t
s
.

6
2
.
2

S
k
i
l
l
 
i
n
 
c
o
m
m
u
n
i
c
a
t
i
n
g
 
l
e
g
i
b
l
y
 
i
n
 
w
r
i
t
t
e
n

e
n
g
l
i
s
h
.

6
2
.
3

S
k
i
l
l
 
i
n
 
d
e
t
e
r
m
i
n
i
n
g
 
c
u
s
t
o
m
e
r
 
n
e
e
d
s
 
a
n
d

i
n
t
e
r
e
s
t
s
.

6
3
.
1

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

6
3
.
2

K
n
o
w
l
e
d
g
e
 
o
f
 
s
a
l
e
s
m
a
n
s
h
i
p
 
e
x
p
e
r
t
i
s
e
.

6
3
.
3

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

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

6
4
.
1
 
K
n
o
w
l
e
d
g
e
 
o
f
 
s
e
l
l
i
n
g
 
p
o
i
n
t
s
 
o
f
 
m
e
r
c
h
a
n
d
i
s
e
.

6
4
.
2

K
n
o
w
l
e
d
g
e
 
o
f
 
s
a
l
e
s
m
a
n
s
h
i
p
 
e
x
p
e
r
t
i
s
e
.

t
o
.

6
4
.
3

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

4
1
0
,
6

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



S
K
I
L
L
S
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N
O
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E
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5
.

A
d
v
i
s
e
 
'
c
u
s
t
o
m
e
r
 
a
s
 
t
o
 
c
u
r
r
e
n
t

f
a
s
h
i
o
n
s
 
a
n
d
 
s
t
y
l
e
s
.

6
6
.

A
s
s
i
s
t
 
c
u
s
t
o
m
e
r
 
i
n
 
t
r
y
i
n
g
 
o
n

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

6
7
.

S
e
l
l
 
b
y
 
t
e
l
e
p
h
o
n
e
.

6
8
.

C
a
l
l
 
f
i
t
t
e
r
 
o
r
 
m
a
k
e
 
a
p
p
o
i
n
t
m
e
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CHAPTER IV

NUMB :R OF PRESENT AND ANTICIPATED EMPLOYEES
IN BUSINESS OCCUPATIONS

This charter presents a breakdown of the number of

present and anticipated employees for the identified tech-

nical occupations. The data from which these tables were

developed was a continuing process of the staff throughout

Phases I and II. It was compiled through the use of one

written survey by the Project Staff and the results of two

independent surveys run previously by other organizations.

The project survey form was forwarded to (766) seven hundred

sixty six agencies, businesses and industrial firms in Duval

County. The results of this survey plus the prr ously com-

piled results in surveys completed by the Healt Planning

Council of Jacksonville (completed 1972) and the Florida

Department of Commerce (completed, ct., 1971), identified

the number of individuals employed in the technical business

occupations.

A confidential supplementary report consolidating the

information compiled in the project survey, not to be re-

leased publicly, will give the names of the business firms

and industries and their responses. This report will also

be part of thr. final project report.

efr.10'4



NUMBER OF PRESENT AND ANTICIPATED EMPLOYEES

BUSINESS OCCUPATIONS

Number of New Employees
Position Identification Current Anticipated

Employes 12 Months

Record Systems and Control

4111MINIPINIRA=1.

1. Computer Librarian 26 5

2. Control Clerk 141 28

3. PCAN Equipment Operator 107 11

4. Computer Operator 283 53

5. Computer Scheduler 31 6

6. Programmer

7. Accountant

8. Bookkeeper

TOTAL

157 19

464 10

392 17

1,601 149



S
NUMBER OF PRESENT AND ANTICIPATED tnPLOYEES 117A

BUSINESS OCCUPATIONS

Number of
Position Identification Current

Employees.

Secretarial Science

1. Legal Secretary 189

2. Medical Secretary 209

3. Executive Secretary 133

4. Secretary 1,171

5. Stenographer 1,075

,MNIMIIIMMI.O=1111.1,

New Employee:.
Anticipated
12 Months

12

10

5

20

34

TOTAL 2,777 Si

414
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NUMBER OF PRESENT AND ANTICIPATED EMPLOYEES
4494

BUSINESS OCCUPATIONS

Number of New Employees
Position Identification Current Anticipated

Employees 12 Months

Eal"bliaL .

1. Sales Manager 120

2. Buyer 3$

3. Receiving Manager 25 1

4. Displayman 12 1

5. Credit Manager 232 1

6, Credit Interviewer 32 6

7. Stock Manager 240 2

8. Professional Salesperson .1.222 27

9. service Deskperson 717 22

10. Copywriter 22 3

11. Layout Artist 10
1

0

;.2. Hotel"otel Manager 99 11"

13. Store Manager 291 14

3

3

TOTAL 3,060 100
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CHAPTER V

CONCLUSIONS AND RECOMMENDATIONS

This chapter presents the conclusions and recommenda-

tions of the Project Staff as they relate to the Business

Area of technical education.

This chapter did not appear in Ate original summary

report due to the fact that sufficient time was not availa-

ble to review the findings with each of the Special Area

Advisory Committee members. The staff also felt that feed-

back and recommendations from the Joint Planning Committee

and the General Advisory Committee would be beneficial in-

formation to have before any summaries were written.

Therefore, the comments included in this section re-

present the opinions of individuals with expertise in the

Business Area who have reviewed all available data. Such

opinions should not be considered final or mutually exclu-

sive of other judgments in that they are only presented here

as a summary of the Project Staff's findings.



CHAPTER V

CONCLUSIONS AND RECOMIn;:...;:TONS
vreo

Partially because public education has failed to

provide quality technical training or true career educa-

tion for business and commercial occupations, them

projected long-term shortage of people prepared for sales,

record keeping a;:d data processing, office and secretari-

al work and related areas. Since the beginning of t ^^

20th century, "business" has steadily lost status and

appeal except for executive and top managerial positions.

The result has been an oversupply of overeducated and

over qualified "management scientists" and a shertm7-

Leulaileal level perbulILIe1,1

Furthermore, rather than staff with over qualified

people, as was once the practice, business is increasingly

searching for the appropriately trained individual. Clear-

ly, it is the responsibility of the educational community

to respond to these needs.

The northeastern Florida area, in particular, Duval

County, is a business and commercial hub for much of the

state. Thus, even if the responsibility did not exist for

providing a broad base in occupational training because of

the highly mobile nature of contemporary local

requirements would dictate a high priority for developinz

relcvunt curricula in are:J.



Additional developments which suggc:st the f-,miwin

need for pre-technical training in the -"thess area

briefly cited below:

1. Record S-stems and Control

There was once wide spread fear that automatic data

processing would replace people. Not only did this :,

to happen, but the reverse proved the case . . more Jobs

rather than fewer. Moreover, the structure of jobs which

is emerging includes increasing members of technica:;_

pations.

For example, the trend towards installation and use

of generalized "data management systems" (e.g., GIS, MARK

IV) is creating a demand for technician level

rather than the professional level "analyst programiaer"

once required, At the same time, increasing use of source

data automation techniques (e.g., optical scanning) is re.

ducing the number of dead end "menial" jobs (e.g., key

punch operators). Thus the pressure for mid-level tech-

nicians is being applied from both above and below.

2. Office and Secretarial Positions

The skills required for competence as a secretary are

changing rapidly. Sophisticated office equipment (e.g.,

1:.AG-card typewriters, electrostatic copiers) has reciuced

the load of repetitive, routine work, and is making in-

creasing demands on technical skills.



Trends toward group practices pre-paid insurance

plans $ -plus federal and local- programt (e g $ medicaid) $

are leading to a more complex office work and greater

needs for skilled medical secretaries. In the case of le-

gal and executive secretaries, use of computerized office

management services, the '!I4TST" and other similar devel-

opments are making, the job :different and leading to the

need for new, relevant curricula,.

3 ,K4rketinE and Sales

"Consumerism" is bound to lead to more_ careful buy-

ing practices on the part of more people. This does not,

_ 'however, mean less buying -(and selling); merely that the

:criteria for selecting purchases- are- changing. This, in

turn, will mean that sales and merchandising personnel

will have to become better informed about their products,

more knowledgeable about their use, and in general, more

creative-in_their selling or_mar' keting

in addition, advanced technology in the graphic arts

is leading to wider use of multi-media approaches and ex-

otic material in displays, advertising, and promoting.

This means a need_for more,technically trained people fa-

miliar with the latest developmentS in plastics, printing,

lighting and so forth*

Finally, the range of "acceptable taste is widening

rapidly and Americans are beoomir: far more cosmopolitan

aesthetically. is lcaditv to "s;-ecialty" nurr-.1

i%, and thc: trcnc4. to,:mr%1 tnc f cc)ntair.ed
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This, in turn, creates a need for technically equipped

staff who make buying and marketing decisions, as well as

handle sales, keep records, and "manage" in the convention

al sense. The growing interest of young people in "doing

their own thing" is making this a viable economic concept.


