Department of Personnel & Administration

Standards and Measures

Sample Task Competencies: Use to help identify those competencies critical
for performance evaluation within the positions in your work group.

JOB KNOWLEDGE COMPETENCIES

Unsatisfactory | Satisfactory | Outstanding
Knowledge of Tasks
Requires moderate supervision in | Requires minimal supervision in Requires minimal supervision in
the completion of regular job the performance and completion the performance and completion
responsibilities. Requires of regular job responsibilities. of regular job responsibilities.
substantial supervision and Requires moderate supervision Requires minimal supervision and
training in acquiring new tasks. and training in acquiring new training in acquiring new tasks.
tasks.

Other elements:

e Shares knowledge and able to train others on job responsibilities and tasks.

e Mentors others based on job knowledge and high skill level.

e Uses knowledge to improve quality, accuracy, efficiency of work done.

e Is aresource to others within and outside the work group based on job expertise.

Knowledge of Department
Performs tasks without full regard | Performs tasks with full regard for | Performs tasks with full regard for
for their relationship to other their relationship to other their relationship to other
departments and constituencies. departments and constituencies. departments and constituencies;
Minimal familiarity with the Familiar with the responsibilities fully understands the
responsibilities of own and other of other work units, sections, or responsibilities of other work
work units, sections, or divisions divisions and their policies and units, sections, or divisions and
and their policies and operations. | operations. their policies and operations.
Supports other work groups, etc.,
in the implementation of their
policies and operations, as
appropriate.

Other Elements

e Identifies and, if appropriate, implements new or enhanced operational procedures to improve delivery
of services across work groups.

e Identifies and, if appropriate, implements policy suggestions to improve the delivery of services across
work groups.

¢ Identifies opportunities to streamline, enhance, and improve the activities of work groups providing
related or common services.

Technical Knowledge

Exhibits only rudimentary Exhibits thorough knowledge of Exhibits thorough knowledge of
knowledge of the technical the technical aspects of the job. the technical aspects of the job.
aspects of the job. Requires Requires minimal monitoring and Requires minimal monitoring and
substantial monitoring and assistance in the completion of assistance in the completion of
assistance in the completion of technical work. technical work. Able to use
technical work. technical knowledge to

consistently improve and enhance

quality of work completed.

Other Elements:

e Uses technical knowledge to create innovation within department to meet or exceed department
objectives.

e Uses technical knowledge to assist others in improving the quality of work completed.

e Uses technical knowledge to improve delivery of technology within work group and/or across work
groups.

e Uses technical knowledge to enhance ability of customers to meet their needs and objectives.




QUALITY AND QUANTITY OF WORK

Unsatisfactory

Satisfactory

Outstanding

Thoroughness, Accuracy and Completeness

Does not consistently complete
work, or complete work accurately
or thoroughly. Requires multiple
efforts at completing requirements
of tasks.

Usually completes work, and
completes work accurately and
thoroughly on the first effort.
Occasionally requires additional
revisions or efforts.

Consistently completes work, and
completes work accurately and
thoroughly on the first effort. Able
to assist others to meet accuracy,
thoroughness, and completion
requirements of tasks.

Other Elements:

e Consistently seeks opportunities to improve quality of work by assessing and reassessing job
requirements to ensure work meets or exceeds job expectations or specifications.

o Consistently seeks methods to reduce errors and reduce time to job completion.

e Consistently produces thorough, documented, carefully analyzed, and clearly presented reports and

proposals.

e Able to complete highly complex tasks accurately, thoroughly.

Timeliness

Does not consistently meet time
frames for completing work. May
negatively affect ability of others
to meet time frames.

Consistently meets time frames
for completing work. If working
with others, meets agreed to

schedules for work completion.

Consistently meets or exceeds
time frames for completing work.
If working with others, meets
agreed to schedules and assists
others in meeting schedules.

Other Elements:

e Consistently identifies and implements, if appropriate, strategies and methods for meeting or completing

work ahead of schedule.

e Able to manage multiple priorities within established time frames, maintaining accuracy and

completeness.

e Exceeds work group norms/standards for volume of work completed accurately and timely.

Quantity and Productivity

Does not consistently meet work
group standards for volume of
work completed. Unable to
accept tasks at the average of the
department.

Consistently meets work group
standards for volume of work
completed. Accepts and
completes tasks at the average of
the department.

Consistently meets or exceeds
work group standards for volume
of work completed. Frequently
takes on additional tasks and
special projects. Able to handle
tasks of high degree of
complexity.

Other Elements:

e Consistently requests additional tasks to improve productivity of work group.
e Able to complete tasks of more complex nature.
e Consistently supports others in the completion of work at a high level of volume and quality.

Organization and Ability to Get Things Done

Does not plan work so deadlines
are met; unable to work on
multiple priorities; unable to sort
priorities; unable to locate
materials necessary to complete
work; unable to support others
effectively because of
disorganization

Makes careful plans of work
projects — sets timeframes for
steps of projects and completes to
timeframes; can work on several
projects at the same time and
maintain quality and timeliness of
work; able to take on new projects
because of discipline in
completing work; able to locate
resources and materials easily
and quickly; able to support
others by ensuring work is
complete and thorough when
working on common projects.

Makes careful plans of projects —
sets timeframes for project steps;
takes responsibility for ensuring
that everyone involved in projects
is meeting timeframes and
establishes alternate plans when
problems occur; provides
feedback to management and
other team members on project
progress; able to manage multiple
priorities and often requests to
work on complex projects; able to
locate resources and materials
easily and quickly.




Other Elements

e Able to assist others in managing their resources

e Takes leadership role in ensuring that all elements of a project are complete

e Able to work on many projects at the same time to a high level of quality, timeliness, completeness,

accuracy
Attention to Detail
Makes errors because does not Work shows minimal errors on Work shows minimal errors on
take care of details involved with projects and tasks. Accuracy of projects and tasks. Accuracy of
projects. Errors may cause work reduces downtime, re-dos, work reduces downtime, re-dos,
unnecessary downtime, re-dos, reprints, and increases reprints, and increases
reprints, lack of responsiveness. responsiveness. responsiveness. |dentifies
problems in department work
which may create re-dos, reprints,
or downtime.

Other Elements:
e Spots errors in own work and work of others before they cause work disruption.




INTERPERSONAL SKILLS: TEAM/CUSTOMERS

Unsatisfactory |

Satisfactory

Outstanding

Team Skills

Minimally supports group in
achievement of work goals.
Unable to take on additional tasks
when requested. Does not meet
group project deadlines.

Consistently supports group in
achievement of work goals. Able
to take on additional tasks when
requested. Meets deadlines for
group projects. Collaborates on
getting work done to necessary
quality.

Consistently supports group in
achievement of work goals. Able
to take on additional tasks when
requested. Meets deadlines for
group projects. Collaborates on
getting work done to necessary
quality. Consistently seeks
methods for streamlining
operations to help group meet
goals more efficiently. Motivates
group to achieve a high degree of
cohesion and coordination in
activities. Helps group receive
consistently high commendations
from constituents.

Other elements:

e Acts as group leader when appropriate. Provides high degree of expertise to group.
e Serves as resource to group based on expertise and communication skills.
e Models desired “exceeds standards” behaviors; mentors others to help them exceed standards.

Customers

Minimally interacts with
customers; does not assist
customers in understanding
products and services beyond the
minimum; does not consistently
achieve a high degree of smooth
communication with customer,
often requiring intervention from
others.

Consistently interacts frequently
and productively with customers;
able to help customers
understand products and services
to assist them in meeting their
objectives; consistently achieves
a high degree of communication
with customer in all situations.
Able to elicit customer
cooperation.

Consistently interacts frequently
and productively with customers;
able to help customers
understand products and services
to assist them in meeting their
objectives; consistently achieves
a high degree of communication
with customer in all situations.
Provides additional education, as
needed, to customer to ensure
high degree of understanding;
able to elicit high degree of
customer cooperation in
completing tasks and projects.

Other elements:

e Abile to elicit high degree of cooperation from all parties to ensure high quality of information for
evaluating and implementing project or task requirements.
e Able to explain highly complex issues to all levels of constituents involved; establishes high degree of

credibility and expertise with all

groups.




COMMUNICATION SKILLS

Unsatisfactory

| Satisfactory | Outstanding

Oral Presentations and Communication

Able to make presentations of
basic information related to job
progress, reports, proposals,
sales; unable to handle complex
information; unable to present in
logical, disciplined, interesting
manner.

Able to make presentations on all
levels of information related to job
progress, reports, proposals,
sales; able to present in a logical,
disciplined manner. Able to use
some complementary material,
but needs support for developing
visuals. Able to present to small
groups.

Able to make presentations on all
levels of information related to job
progress, reports, proposals,
sales; able to present in a logical,
disciplined manner. Able to use
complementary materials; able to
create charts, graphs, and other
visuals to picture essential points
of presentation. Able to present
in front of groups of all sizes and
adjust presentation content and
style as necessary.

Other elements:

e Able to support others in development and delivery of presentations.

e Presents professional appearance in all aspects of the presentation — visuals, content, style, delivery.
e Skilled at question-answer responses; able to respond to difficult and complex questions with logic and

precision.

Written Presentations

Able to write basic reports with
basic information. Inconsistent
with spelling, correctness, logic,
organization, and presentation.
Readers have some difficulty
interpreting written reports.

Able to write reports reviewing all
levels of information and data;
reports are organized, succinct,
and correct. Readers understand
reports and are able to implement
recommendations.

Able to write reports reviewing all
levels of information and data;
reports are organized, succinct,
and correct. Readers understand
reports and are able to implement
recommendations. Reports use
graphs, charts, and other visuals
to present information. Reports
reflect high degree of
sophistication and analysis in their
presentations. Reports are
written in a persuasive, objective
manner, adjusting to reader
needs as appropriate.

Other elements:

o  Wiriting is reader-directed, with all adjustments appropriate in sentence structure, vocabulary choice,

and organization.

e Writing consistently has a clear purpose, clear style, concise presentation.

e Writing is consistently correct in spelling, grammar, and punctuation.

e Able to assist others in developing written material.




JUDGMENT AND ANALYTICAL SKILLS

Unsatisfactory

| Satisfactory

| Outstanding

Judgment Skills

Able to work with basic information
to evaluate problems,
recommendations, and other issues.
Unable to manage complex
information or interpret information
in meaningful manner for reporting.
Unable to make decisions on
information without support from
others.

Able to work with all levels of
information to evaluate problems,
recommendations, and other issues.
Able to interpret complex
information. Able to justify
assessments using evidence,
inference, logic. Makes sounds
decisions on information.

Able to work with all levels of
information to evaluate problems,
recommendations, and other issues.
Able to interpret complex
information. Able to justify
assessments using evidence,
inference, logic. Able to help others
analyze and present assessments
using evidence, inference, and logic.
Makes sounds decisions on
information; able to define solutions
to highly complex information.

e Lead on projects, providing guidance to others on methodology of research and analysis.
e Lead on information/data analysis to assist management in sound decision-making.
e Lead on interpreting quality and accuracy of information.

Analytical Skills

Able to work with basic
information to evaluate problems,
recommendations, and other
issues. Unable to manage
complex information or interpret
information in meaningful manner
for reporting.

Able to work with all levels of
information to evaluate problems,
recommendations, and other
issues. Able to interpret complex
information. Able to justify
assessments using evidence,
inference, logic.

Able to work with all levels of
information to evaluate problems,
recommendations, and other
issues. Able to interpret complex
information. Able to justify
assessments using evidence,
inference, logic. Able to help
others analyze and present
assessments using evidence,

inference, and logic.

e Lead on projects, providing guidance to others on methodology of research and analysis.
e Lead on information/data analysis to assist policy-makers in sound decision-making.
e Lead on interpreting quality and accuracy of information.
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	Standards and Measures
	Sample Task Competencies:  Use to help identify those competencies critical for performance evaluation within the positions in your work group.
	JOB KNOWLEDGE COMPETENCIES
	Unsatisfactory
	Satisfactory
	Outstanding
	Knowledge of Tasks

	Requires moderate supervision in the completion of regular job responsibilities.  Requires substantial supervision and training in acquiring new tasks.
	Requires minimal supervision in the performance and completion of regular job responsibilities.  Requires moderate supervision and training in acquiring new tasks.
	Requires minimal supervision in the performance and completion of regular job responsibilities.  Requires minimal supervision and training in acquiring new tasks.
	Other elements:
	 Shares knowledge and able to train others on job responsibilities and tasks.
	 Mentors others based on job knowledge and high skill level.
	 Uses knowledge to improve quality, accuracy, efficiency of work done.
	 Is a resource to others within and outside the work group based on job expertise.
	Knowledge of Department
	Performs tasks without full regard for their relationship to other departments and constituencies.  Minimal familiarity with the responsibilities of own and other work units, sections, or divisions and their policies and operations.
	Performs tasks with full regard for their relationship to other departments and constituencies.  Familiar with the responsibilities of other work units, sections, or divisions and their policies and operations.
	Performs tasks with full regard for their relationship to other departments and constituencies; fully understands the responsibilities of other work units, sections, or divisions and their policies and operations.  Supports other work groups, etc., in the implementation of their policies and operations, as appropriate.
	Other Elements

	 Identifies and, if appropriate, implements new or enhanced operational procedures to improve delivery of services across work groups.
	 Identifies and, if appropriate, implements policy suggestions to improve the delivery of services across work groups.
	 Identifies opportunities to streamline, enhance, and improve the activities of work groups providing related or common services.
	Technical Knowledge

	Exhibits only rudimentary knowledge of the technical aspects of the job.  Requires substantial monitoring and assistance in the completion of technical work.
	Exhibits thorough knowledge of the technical aspects of the job.  Requires minimal monitoring and assistance in the completion of technical work.
	Exhibits thorough knowledge of the technical aspects of the job.  Requires minimal monitoring and assistance in the completion of technical work.  Able to use technical knowledge to consistently improve and enhance quality of work completed.
	Other Elements:
	 Uses technical knowledge to create innovation within department to meet or exceed department objectives.
	 Uses technical knowledge to assist others in improving the quality of work completed.
	 Uses technical knowledge to improve delivery of technology within work group and/or across work groups.
	 Uses technical knowledge to enhance ability of customers to meet their needs and objectives.
	 QUALITY AND QUANTITY OF WORK
	Unsatisfactory
	Satisfactory
	Outstanding
	Thoroughness, Accuracy and Completeness
	Does not consistently complete work, or complete work accurately or thoroughly.  Requires multiple efforts at completing requirements of tasks.


	Usually completes work, and completes work accurately and thoroughly on the first effort.  Occasionally requires additional revisions or efforts.
	Consistently completes work, and completes work accurately and thoroughly on the first effort.  Able to assist others to meet accuracy, thoroughness, and completion requirements of tasks.
	Other Elements:
	 Consistently seeks opportunities to improve quality of work by assessing and reassessing job requirements to ensure work meets or exceeds job expectations or specifications.
	 Consistently seeks methods to reduce errors and reduce time to job completion.
	 Consistently produces thorough, documented, carefully analyzed, and clearly presented reports and proposals.
	 Able to complete highly complex tasks accurately, thoroughly.
	Timeliness

	Does not consistently meet time frames for completing work.  May negatively affect ability of others to meet time frames.
	Consistently meets time frames for completing work.  If working with others, meets agreed to schedules for work completion.
	Consistently meets or exceeds time frames for completing work.  If working with others, meets agreed to schedules and assists others in meeting schedules.
	Other Elements:
	 Consistently identifies and implements, if appropriate, strategies and methods for meeting or completing work ahead of schedule.
	 Able to manage multiple priorities within established time frames, maintaining accuracy and completeness.
	 Exceeds work group norms/standards for volume of work completed accurately and timely.
	Quantity and Productivity

	Does not consistently meet work group standards for volume of work completed.  Unable to accept tasks at the average of the department.
	Consistently meets work group standards for volume of work completed.  Accepts and completes tasks at the average of the department.  
	Consistently meets or exceeds work group standards for volume of work completed.  Frequently takes on additional tasks and special projects.  Able to handle tasks of high degree of complexity.
	Other Elements:
	 Consistently requests additional tasks to improve productivity of work group.
	 Able to complete tasks of more complex nature.
	 Consistently supports others in the completion of work at a high level of volume and quality.
	Organization and Ability to Get Things Done

	Does not plan work so deadlines are met; unable to work on multiple priorities; unable to sort priorities; unable to locate materials necessary to complete work; unable to support others effectively because of disorganization
	Makes careful plans of work projects – sets timeframes for steps of projects and completes to timeframes; can work on several projects at the same time and maintain quality and timeliness of work; able to take on new projects because of discipline in completing work; able to locate resources and materials easily and quickly; able to support others by ensuring work is complete and thorough when working on common projects.
	Makes careful plans of projects – sets timeframes for project steps; takes responsibility for ensuring that everyone involved in projects is meeting timeframes and establishes alternate plans when problems occur; provides feedback to management and other team members on project progress; able to manage multiple priorities and often requests to work on complex projects; able to locate resources and materials easily and quickly.
	Other Elements

	 Able to assist others in managing their resources
	 Takes leadership role in ensuring that all elements of a project are complete
	 Able to work on many projects at the same time to a high level of quality, timeliness, completeness, accuracy
	Attention to Detail

	Makes errors because does not take care of details involved with projects.  Errors may cause unnecessary downtime, re-dos, reprints, lack of responsiveness.
	Work shows minimal errors on projects and tasks.  Accuracy of work reduces downtime, re-dos, reprints, and increases responsiveness.
	Work shows minimal errors on projects and tasks.  Accuracy of work reduces downtime, re-dos, reprints, and increases responsiveness.  Identifies problems in department work which may create re-dos, reprints, or downtime.
	Other Elements:
	 Spots errors in own work and work of others before they cause work disruption.
	 INTERPERSONAL SKILLS:  TEAM/CUSTOMERS
	Unsatisfactory
	Satisfactory
	Outstanding
	Team Skills

	Minimally supports group in achievement of work goals.  Unable to take on additional tasks when requested.  Does not meet group project deadlines.  
	Consistently supports group in achievement of work goals.  Able to take on additional tasks when requested.  Meets deadlines for group projects.  Collaborates on getting work done to necessary quality.
	Consistently supports group in achievement of work goals.  Able to take on additional tasks when requested.  Meets deadlines for group projects.  Collaborates on getting work done to necessary quality.  Consistently seeks methods for streamlining operations to help group meet goals more efficiently.  Motivates group to achieve a high degree of cohesion and coordination in activities.  Helps group receive consistently high commendations from constituents.
	Other elements:
	 Acts as group leader when appropriate.  Provides high degree of expertise to group.
	 Serves as resource to group based on expertise and communication skills.
	 Models desired “exceeds standards” behaviors; mentors others to help them exceed standards.
	Customers

	Minimally interacts with customers; does not assist customers in understanding products and services beyond the minimum; does not consistently achieve a high degree of smooth communication with customer, often requiring intervention from others.
	Consistently interacts frequently and productively with customers; able to help customers understand products and services to assist them in meeting their objectives; consistently achieves a high degree of communication with customer in all situations.  Able to elicit customer cooperation. 
	Consistently interacts frequently and productively with customers; able to help customers understand products and services to assist them in meeting their objectives; consistently achieves a high degree of communication with customer in all situations.  Provides additional education, as needed, to customer to ensure high degree of understanding; able to elicit high degree of customer cooperation in completing tasks and projects.
	Other elements:  
	 Able to elicit high degree of cooperation from all parties to ensure high quality of information for evaluating and implementing project or task requirements.
	 Able to explain highly complex issues to all levels of constituents involved; establishes high degree of credibility and expertise with all groups.
	 COMMUNICATION SKILLS
	Unsatisfactory
	Satisfactory
	Outstanding
	Oral Presentations and Communication

	Able to make presentations of basic information related to job progress, reports, proposals, sales; unable to handle complex information; unable to present in logical, disciplined, interesting manner.
	Able to make presentations on all levels of information related to job progress, reports, proposals, sales; able to present in a logical, disciplined manner.  Able to use some complementary material, but needs support for developing visuals.  Able to present to small groups.
	Able to make presentations on all levels of information related to job progress, reports, proposals, sales; able to present in a logical, disciplined manner.  Able to use complementary materials; able to create charts, graphs, and other visuals to picture essential points of presentation.  Able to present in front of groups of all sizes and adjust presentation content and style as necessary.
	Other elements:
	 Able to support others in development and delivery of presentations.
	 Presents professional appearance in all aspects of the presentation – visuals, content, style, delivery.
	 Skilled at question-answer responses; able to respond to difficult and complex questions with logic and precision.
	Written Presentations

	Able to write basic reports with basic information.  Inconsistent with spelling, correctness, logic, organization, and presentation.  Readers have some difficulty interpreting written reports.
	Able to write reports reviewing all levels of information and data; reports are organized, succinct, and correct.  Readers understand reports and are able to implement recommendations.
	Able to write reports reviewing all levels of information and data; reports are organized, succinct, and correct.  Readers understand reports and are able to implement recommendations.  Reports use graphs, charts, and other visuals to present information.  Reports reflect high degree of sophistication and analysis in their presentations.  Reports are written in a persuasive, objective manner, adjusting to reader needs as appropriate.
	Other elements:
	 Writing is reader-directed, with all adjustments appropriate in sentence structure, vocabulary choice, and organization.
	 Writing consistently has a clear purpose, clear style, concise presentation.
	 Writing is consistently correct in spelling, grammar, and punctuation.
	 Able to assist others in developing written material.
	 JUDGMENT AND ANALYTICAL SKILLS
	Unsatisfactory
	Satisfactory
	Outstanding
	Judgment Skills

	Able to work with basic information to evaluate problems, recommendations, and other issues.  Unable to manage complex information or interpret information in meaningful manner for reporting.  Unable to make decisions on information without support from others.
	Able to work with all levels of information to evaluate problems, recommendations, and other issues.  Able to interpret complex information. Able to justify assessments using evidence, inference, logic.  Makes sounds decisions on information.
	Able to work with all levels of information to evaluate problems, recommendations, and other issues.  Able to interpret complex information. Able to justify assessments using evidence, inference, logic.  Able to help others analyze and present assessments using evidence, inference, and logic.  Makes sounds decisions on information; able to define solutions to highly complex information.
	 Lead on projects, providing guidance to others on methodology of research and analysis.
	 Lead on information/data analysis to assist management in sound decision-making.
	 Lead on interpreting quality and accuracy of information.
	Analytical Skills

	Able to work with basic information to evaluate problems, recommendations, and other issues.  Unable to manage complex information or interpret information in meaningful manner for reporting.
	Able to work with all levels of information to evaluate problems, recommendations, and other issues.  Able to interpret complex information. Able to justify assessments using evidence, inference, logic.
	Able to work with all levels of information to evaluate problems, recommendations, and other issues.  Able to interpret complex information. Able to justify assessments using evidence, inference, logic.  Able to help others analyze and present assessments using evidence, inference, and logic.
	 Lead on projects, providing guidance to others on methodology of research and analysis.
	 Lead on information/data analysis to assist policy-makers in sound decision-making.
	 Lead on interpreting quality and accuracy of information.
	Updated 12/2007


<<
  /ASCII85EncodePages false
  /AllowTransparency false
  /AutoPositionEPSFiles true
  /AutoRotatePages /None
  /Binding /Left
  /CalGrayProfile (Dot Gain 20%)
  /CalRGBProfile (sRGB IEC61966-2.1)
  /CalCMYKProfile (U.S. Web Coated \050SWOP\051 v2)
  /sRGBProfile (sRGB IEC61966-2.1)
  /CannotEmbedFontPolicy /Error
  /CompatibilityLevel 1.4
  /CompressObjects /Tags
  /CompressPages true
  /ConvertImagesToIndexed true
  /PassThroughJPEGImages true
  /CreateJDFFile false
  /CreateJobTicket false
  /DefaultRenderingIntent /Default
  /DetectBlends true
  /DetectCurves 0.0000
  /ColorConversionStrategy /CMYK
  /DoThumbnails false
  /EmbedAllFonts true
  /EmbedOpenType false
  /ParseICCProfilesInComments true
  /EmbedJobOptions true
  /DSCReportingLevel 0
  /EmitDSCWarnings false
  /EndPage -1
  /ImageMemory 1048576
  /LockDistillerParams false
  /MaxSubsetPct 100
  /Optimize true
  /OPM 1
  /ParseDSCComments true
  /ParseDSCCommentsForDocInfo true
  /PreserveCopyPage true
  /PreserveDICMYKValues true
  /PreserveEPSInfo true
  /PreserveFlatness true
  /PreserveHalftoneInfo false
  /PreserveOPIComments true
  /PreserveOverprintSettings true
  /StartPage 1
  /SubsetFonts true
  /TransferFunctionInfo /Apply
  /UCRandBGInfo /Preserve
  /UsePrologue false
  /ColorSettingsFile ()
  /AlwaysEmbed [ true
  ]
  /NeverEmbed [ true
  ]
  /AntiAliasColorImages false
  /CropColorImages true
  /ColorImageMinResolution 300
  /ColorImageMinResolutionPolicy /OK
  /DownsampleColorImages true
  /ColorImageDownsampleType /Bicubic
  /ColorImageResolution 300
  /ColorImageDepth -1
  /ColorImageMinDownsampleDepth 1
  /ColorImageDownsampleThreshold 1.50000
  /EncodeColorImages true
  /ColorImageFilter /DCTEncode
  /AutoFilterColorImages true
  /ColorImageAutoFilterStrategy /JPEG
  /ColorACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /ColorImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000ColorACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000ColorImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasGrayImages false
  /CropGrayImages true
  /GrayImageMinResolution 300
  /GrayImageMinResolutionPolicy /OK
  /DownsampleGrayImages true
  /GrayImageDownsampleType /Bicubic
  /GrayImageResolution 300
  /GrayImageDepth -1
  /GrayImageMinDownsampleDepth 2
  /GrayImageDownsampleThreshold 1.50000
  /EncodeGrayImages true
  /GrayImageFilter /DCTEncode
  /AutoFilterGrayImages true
  /GrayImageAutoFilterStrategy /JPEG
  /GrayACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /GrayImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000GrayACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000GrayImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasMonoImages false
  /CropMonoImages true
  /MonoImageMinResolution 1200
  /MonoImageMinResolutionPolicy /OK
  /DownsampleMonoImages true
  /MonoImageDownsampleType /Bicubic
  /MonoImageResolution 1200
  /MonoImageDepth -1
  /MonoImageDownsampleThreshold 1.50000
  /EncodeMonoImages true
  /MonoImageFilter /CCITTFaxEncode
  /MonoImageDict <<
    /K -1
  >>
  /AllowPSXObjects false
  /CheckCompliance [
    /None
  ]
  /PDFX1aCheck false
  /PDFX3Check false
  /PDFXCompliantPDFOnly false
  /PDFXNoTrimBoxError true
  /PDFXTrimBoxToMediaBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXSetBleedBoxToMediaBox true
  /PDFXBleedBoxToTrimBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXOutputIntentProfile ()
  /PDFXOutputConditionIdentifier ()
  /PDFXOutputCondition ()
  /PDFXRegistryName ()
  /PDFXTrapped /False

  /Description <<
    /CHS <FEFF4f7f75288fd94e9b8bbe5b9a521b5efa7684002000410064006f006200650020005000440046002065876863900275284e8e9ad88d2891cf76845370524d53705237300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c676562535f00521b5efa768400200050004400460020658768633002>
    /CHT <FEFF4f7f752890194e9b8a2d7f6e5efa7acb7684002000410064006f006200650020005000440046002065874ef69069752865bc9ad854c18cea76845370524d5370523786557406300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c4f86958b555f5df25efa7acb76840020005000440046002065874ef63002>
    /DAN <>
    /DEU <>
    /ESP <>
    /FRA <>
    /ITA <>
    /JPN <FEFF9ad854c18cea306a30d730ea30d730ec30b951fa529b7528002000410064006f0062006500200050004400460020658766f8306e4f5c6210306b4f7f75283057307e305930023053306e8a2d5b9a30674f5c62103055308c305f0020005000440046002030d530a130a430eb306f3001004100630072006f0062006100740020304a30883073002000410064006f00620065002000520065006100640065007200200035002e003000204ee5964d3067958b304f30533068304c3067304d307e305930023053306e8a2d5b9a306b306f30d530a930f330c8306e57cb30818fbc307f304c5fc59808306730593002>
    /KOR <FEFFc7740020c124c815c7440020c0acc6a9d558c5ec0020ace0d488c9c80020c2dcd5d80020c778c1c4c5d00020ac00c7a50020c801d569d55c002000410064006f0062006500200050004400460020bb38c11cb97c0020c791c131d569b2c8b2e4002e0020c774b807ac8c0020c791c131b41c00200050004400460020bb38c11cb2940020004100630072006f0062006100740020bc0f002000410064006f00620065002000520065006100640065007200200035002e00300020c774c0c1c5d0c11c0020c5f40020c2180020c788c2b5b2c8b2e4002e>
    /NLD (Gebruik deze instellingen om Adobe PDF-documenten te maken die zijn geoptimaliseerd voor prepress-afdrukken van hoge kwaliteit. De gemaakte PDF-documenten kunnen worden geopend met Acrobat en Adobe Reader 5.0 en hoger.)
    /NOR <>
    /PTB <>
    /SUO <>
    /SVE <>
    /ENU (Use these settings to create Adobe PDF documents best suited for high-quality prepress printing.  Created PDF documents can be opened with Acrobat and Adobe Reader 5.0 and later.)
  >>
  /Namespace [
    (Adobe)
    (Common)
    (1.0)
  ]
  /OtherNamespaces [
    <<
      /AsReaderSpreads false
      /CropImagesToFrames true
      /ErrorControl /WarnAndContinue
      /FlattenerIgnoreSpreadOverrides false
      /IncludeGuidesGrids false
      /IncludeNonPrinting false
      /IncludeSlug false
      /Namespace [
        (Adobe)
        (InDesign)
        (4.0)
      ]
      /OmitPlacedBitmaps false
      /OmitPlacedEPS false
      /OmitPlacedPDF false
      /SimulateOverprint /Legacy
    >>
    <<
      /AddBleedMarks false
      /AddColorBars false
      /AddCropMarks false
      /AddPageInfo false
      /AddRegMarks false
      /ConvertColors /ConvertToCMYK
      /DestinationProfileName ()
      /DestinationProfileSelector /DocumentCMYK
      /Downsample16BitImages true
      /FlattenerPreset <<
        /PresetSelector /MediumResolution
      >>
      /FormElements false
      /GenerateStructure false
      /IncludeBookmarks false
      /IncludeHyperlinks false
      /IncludeInteractive false
      /IncludeLayers false
      /IncludeProfiles false
      /MultimediaHandling /UseObjectSettings
      /Namespace [
        (Adobe)
        (CreativeSuite)
        (2.0)
      ]
      /PDFXOutputIntentProfileSelector /DocumentCMYK
      /PreserveEditing true
      /UntaggedCMYKHandling /LeaveUntagged
      /UntaggedRGBHandling /UseDocumentProfile
      /UseDocumentBleed false
    >>
  ]
>> setdistillerparams
<<
  /HWResolution [2400 2400]
  /PageSize [612.000 792.000]
>> setpagedevice


