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Forward

The purpose of this guide is to assist teachers in the organization and instruction of Business
Education classes in the Van Buren School District.

This guide provides direction for teachers of grades seven through twelve and is adaptable for
individual and class needs. It is, however, important that teachers follow the suggested scope and
sequence of lesson content to ensure systematic and comprehensive instruction of concepts and
skills.

This guide, prepared by Mary Sederburg, for use by classroom teachers, provides a scope and
sequence for instruction, which reflects a sense of wonder and appreciation for the gifts within
and around us.




Code No. 100
EDUCATIONAL PHILOSOPHY

The Board of Directors of the Van Buren Community School District is committed to the
operation of schools whose purpose is to serve by assisting each learner develop into a mature
individual and contributing member of society. The goals of education and the goals of
democracy are fundamentally the same. The board believes the nature of learning is a
continuous experience throughout the life of each individual. This experience is influenced by a
variety of factors including the environment surrounding the learner. The board also believes,
and recognizes, the nature of a learner requires an awareness of the unique needs of each
individual and the various stages of development associated with growth. It is believed all have
the capability of learning given appropriate opportunity.

The Board of Directors recognizes the guardianship of public education is a trust and an
obligation. Consequently, the board believes that a desirable learning atmosphere must be
provided which includes the following: (1) Appropriate facilities; (2) Competent staff, (3)
Appropriate educational and instructional materials; (4) Assurance of safety; (5) Recognition of
individual dignity and worth; (6) A scope of educational experiences to challenge each student;
and (7) Periodic review, revision, and evaluation.

The Board further believes the scope of educational experience should meet the needs of
varied learners and include experiences that encompass the intellect and associated basic and
developmental skills, as well as aesthetic, physical, civic, social, vocational, multicultural, and

technological awareness.

Date of Adoption: ~ May 9, 1990
Date Reviewed: March 9, 2005

Date Revised: November 8, 1995




Code No. 402
EDUCATIONAL EQUITY POLICY

It is the policy of Van Buren Community School District to provide equal educational and
employment opportunities and not to illegally discriminate on the basis of sex, color, national
origin, religion, marital status, race, socioeconomic status or disability in its educational
programs, activities or its employment and personnel policies.

This district shall provide program activities, a curriculum and instructional resources which - -
will reflect the racial and cultural diversity present in the United States and the variety of
careers, roles and life styles open to both men and women in our society. One of the
objectives of the district’s programs, curriculum, services and teaching strategies is to reduce
stereotyping and to eliminate bias on the basis of sex, race, color, religion, marital status,
socioeconomic status, national origin and disability. The curriculum, programs and services
shall foster respect and appreciation for the cultural diversity found in our country and an
awareness of the rights, duties and responsibilities of each individual as a member of a
pluralistic society.

It is the policy of this district to affirmatively recruit women and men, members of diverse
racial/ethnic groups and persons with disabilities for job categories where they are
underrepresented. A fair and supportive environment will be provided for all students and
employees regardless of their sex, race, national origin, marital status, religion,
socioeconomic status, color or disability. Harassment or discriminatory behavior that denies
civil rights or access to equal educational opportunities included comments, name-calling,
physical conduct or other expressive behavior directed at an individual or group that
intentionally demeans the race, color, national origin, sex, disability, socioeconomic status,
marital status or religion, made from one employee to another, from an employee to a student
or vice versa, and from one student to another creating an intimidating, hostile or demeaning
environment is a violation of this policy.

The board requires all persons, agencies, vendors, contractors and other persons and
organizations doing business with or performing services for the school district to subscribe
to all applicable federal and state laws, executive orders, rules and regulations pertaining to
contract compliance and equal opportunity.

Inquiries regarding compliance of equity policies may be directed to the following:

Title IX — High School Principal; Title VI — Early Childhood Center Director; and Section
504 — Superintendent, Van Buren Jr/Sr. High School, 503 Henry Street, Keosauqua, Iowa
52565, 319-293-3333, to the Director of the Towa Civil Rights Commission, Des Moines,
Iowa, or to the Director of the Region VII Office of Civil Rights, Department of Education,
Kansas City, Missouri.

The Affirmative Action Coordinator for the district shall be the Building
Principals/Superintendent. The Educational Equity Coordinator for the district will be the
Curriculum Coordinator, Inquiries concerning a grievance procedure should be addressed to
either coordinator.




Federal and state regulations require that the non-discrimination policy, the identity of the
designated local coordinator and notification about the existence of the grievance procedure be
disseminated to employees, students and parents on an annual or ongoing basis.  This
notification must be included in major annual or general publications such as:

Student Handbooks School Newsletters Teacher Handbooks
Local Newspapers Employee (Staff) Handbooks Employment
Application Forms Registration Handbook

Program Brochures & Publications
Agreement forms with labor organizations and businesses which hold professional agreements
with the school or agency.

Legal Reference: 20US.C 1221 et seq. (1994)
20 U.S.C 1681 et seq. (1994)
20 US.C. 1701 et seq. (1994)
29 US.C. 794 (1994)
42 US.C. 12101 et seq. (1994)
34 C.F.R. Pt 100 (1999)
34 C.F.R. Pt 104 (1999)
Iowa Code 216.9; 256.11, .114; 280.3 (2001)
281 1LA.C. 12

Cross Reference: 100.2 District Educational Equity Policy
516 Students Educational Equity Policy

Date of Adoption:  May 9. 1990

Date of Review: March 8, 2006

Date of Revision: April 12, 2006




Code No. 611
CAREER EDUCATION

Preparing students for careers is one goal of the education program. Career education will be
infused into the education program for grades kindergarten through twelve. This education shall
include, but not be limited to, awareness of self in relation to others and the needs of society,
exploration of employment opportunities, experiences in personal decision-making, and
experiences of integrating work values and work skills into their lives.

It shall be the responsibility of the curriculum development committee assist certified personnel
in finding ways to provide career education in most courses. The board, in its review of the

curriculum, shall review the means in which career education is combined with other instruction
programs.

Legal Reference: Iowa Code Sections 256.11, 280.9 (1989); 670 Iowa Admin. Code 3.5(9); 281
Towa Admin Code 12.5(7) (new standards).

Cross Reference: Curriculum Study

Date of adoption: February 8, 1989

Date of Review: April 11, 2001

Date of Revision:




_Code No. 612
MULTICULTURAL AND GENDER FAIR EDUCATION OPPORTUNITY

Enrolled children in the school district community shall have an equal opportunity for a
quality public education without discrimination regardless of their race, color, sex, marital status,
national origin, religion, socioeconomic status or disability.

The education program shall be free of such discrimination and provide equal opportunity for
the participants. The education program shall foster knowledge of, respect and appreciation for
the historical and contemporary contributions of diverse cultural groups as well as men and
women, to society. Special emphasis is placed on Asian-Americans, African-Americans,
Hispanic-Americans and persons with disabilities. It shall also reflect the wide variety of roles
open to both men and women and provide equal opportunity to both sexes.

Inquiries regarding compliance with equal education opportunity shall be directed to the
High School Principal by writing to Central Administrative Office, Title IX Compliance Officer,
503 Henry Street, Keosauqua, lowa 52565, or telephoning at 319-293-3334.

Date of Adoption: ~ February 8., 1989

Date of Review: March 8§, 2006

Date of Revision: April 12. 2006




Code No. 616
PROGRAM FOR STUDENTS AT RISK

The board recognizes some students require additional assistance in order to graduate
from the regular education program. The board shall provide a program to encourage and
provide an opportunity for students at risk to achieve their potential and obtain their high school

diploma.

It shall be the responsibility of the superintendent or his designee to develop a program
for students at risk.

It shall also be the responsibility of the superintendent or his designee to develop

administrative regulations for identifying students, for program evaluation and for the training of
school district personnel,

|

|

|

Legal Reference: Iowa Code Sections 256.9, 261C, 262.71, 280.19, 442.51-.54 (1989), 670 lowa
Admin. Code 3.5(9); 281 Iowa Admin. Code 12.5(13) (new standards).

Date of Adoption: ~ February 8, 1989

Date of Review: April 11, 2001

Date of Revision:




Code No. 604
SPECIAL EDUCATION AND INTEGRATION

1. Special Education

The board recognizes special education laws change from year to year. All special
education students will be identified and placed according to state and federal laws and will be
maintained in the least restrictive environment. The board shall provide a free appropriate
education program and related services to students identified in need of special education. The
special education services will be provided from birth until the appropriate education is
completed, age twenty-one or to maximum age allowable in accordance with the law. Students
requiring special education shall attend general education classes, participate in nonacademic and
extra curricular services and activities and receive services in a general education setting to the
maximum extent appropriate to the needs to each individual student. The appropriate education
for each student shall provide an appropriate education for a child in need of special education
but the board is not required to provide the best possible option nor to maximize the potential of
the child commensurate with the opportunity provided to nondisabled children.

Special education students shall be required to meet the requirements stéated in board
policy “Graduation Requirements” for graduation, or the requirements stated in their individual
education plans.

It shall be the responsibility of the superintendent or his designee and the area education
agency director of special education to administer the special education program. While the
board secretary shall be custodian of school records, the building principal shall be responsible.
for maintaining the records of the children in need of special education. These records may be
viewed by authorized school personnel and in accordance with the requirements of board policy,
“Student Records Access.”

Special education students shall be required to meet the requirements stated in board
policy or in their IEP’s for graduation. It shall be the responsibility of the superintendent and the
area education agency director of special education to provide or make provisions for appropriate
special education and related services.

2. Integration

All education programs, including those of the moderately and severely handicapped,
will be integrated to the least restrictive environment. The integration shall assure that the
educational program include the physical, functional, social and societal aspects of development.
Such integration shall also include minority populations regardless of the race, creed, color,
gender, marital status, national origin, ability or disability.

3. Provision of Special Education

In keeping with education’s commitment to provide a seamless system of special
education services for children from birth through twenty-one years of age, children from birth
through two years of age, and children three through five years of age shall be provided

9




comprehensive special education services within the public education system. The district shall
work in conjunction with the Are Education Agency to provide services, at the earliest
appropriate time, to children with disabilities from birth through age two, and to ensure for
eligible children a smooth transition from early childhood special education provided through an
individualized family service plan (IFSP) to early childhood special education services provided
through an individualized education program (IEP).

Legal Reference: Board of Education v. Rowley, 458 U.S. 176 (1982).
Springdale School District #50 v. Grace, 693 F. 2d 41 (8" Cir. 1982)
Southeast Warren Comm. School District v. Dept. of Public Instruction.

258 N.W. 2d 173 (Towa 1979)
20 U.S>C. §§ 256.11(7); 256B; 273.1, .2, .5, .9(2)-(3); 280.8

Date of Adoption:  August 13. 1986

Date of Review: February 21. 2001

Date of Revision: March 14, 2001
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General Accreditation Standards
Preamble

The goal for the early childhood through twelfth grade educational system in lowa is to improve
the learning, achievement, and performance of all students so they become successful members of a
community and workforce. It is expected that each school and school district shall continue to improve
its educational system so that more students will increase their learning, achievement, and performance.

Accreditation focuses on an ongoing school improvement process for schools and school districts.
However, general accreditation standards are the minimum requirements that must be met by an Iowa
public school district to be accredited. A public school district that does not maintain accreditation shall
be merged, by the state board of education, with one or more contiguous school districts as required by
Iowa Code subsection 256.11(12). A nonpublic school must meet the general accreditation standards if it
wishes to be designated as accredited for operation in lowa.

General accreditation standards are intended to fulfill the state’s responsibility for making
available an appropriate educational program that has high expectations for all students in Iowa. The
accreditation standards ensure that each child has access to an educational program that meets the needs
and abilities of the child regardless of race, color national origin, gender, disability, religion, creed,
marital status, geographic location, or socioeconomic background.

With local community input, school districts and accredited nonpublic schools shall incorporate
accountability for student achievement into comprehensive school improvement plans designed to
increase the learning, achievement, and performance of all students. As applicable, and to the extent
possible, comprehensive school improvement plans shall consolidate federal and state program goal
setting, planning, and reporting requirements. Provisions for multicultural and gender fair education,
technology integration, global education, gifted and talented students, at-risk students, students with
disabilities, and the professional development of all staff shall be incorporated, as applicable, into the
comprehensive school improvement plan. See subrules 12.5(8) to 12.5(13), 12.7(1), and 12.8(1).

DIVISION V
EDUCATION PROGRAM
281 Chapter 12

281-12.5(256) Education program. The following education program standards shall be met
by schools and school districts for accreditation with the start of the 1989-1990 school year.

12.5(5) High school program, grades 9-12. In grades 9 through 12, a unit is a course or
equivalent related components or partial units taught throughout the academic year as defined in
subrule 12.5(14). The following shall be offered and taught as the minimum program: English-
language arts, six units; social studies, five units; mathematics, six units as specified in
12.5(5)”c”; science, five units; health, one unit; physical education, one unit; fine arts, three
units; foreign language, four units; and vocational education, 12 units as spec1ﬁed in 12.5(5)"i.”
Beginning with the 2010-2011 school year graduating class, all students in schools and school
districts shall satisfactorily complete at least four units of English-language arts, three units of
mathematics, three units of science, three units of social studies, and one full unit of physical
education as conditions of graduation. The three units of social studies may include the existing
graduation requirements of one-half unit of United States government and one unit of United
States history.
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i. Vocational education-school districts (three units each in at least four of the six service
areas). A minimum of three sequential units, of which only one may be a core unit, shall be
taught in four of the following six service areas: agricultural education, business and office
education, health occupations education, home economics education, industrial education, and
marketing education. The instruction shall be competency-based; shall provide a base of
knowledge which will prepare students for entry level employment, additional on-the-job
training, and postsecondary education within their chosen field; shall be articulated with
postsecondary programs of study, including apprenticeship programs; shall reinforce basic
academic skills; shall include the contributions and perspectives of persons with disabilities, both
men and women, and persons from diverse racial and ethnic groups. Vocational core courses
may be used in more than one vocational service area. Multi-occupations may be used to
complete a sequence in more than one vocational service area; however, a core course(s) and
multi-occupations cannot be used in the same sequence. If a district elects to use multi-
occupations to meet the requirements in more than one service area, documentation must be
provided to indicate that a sufficient variety of quality training stations be available to allow
students to develop occupational competencies. A district may apply for a waiver if an
innovative plan for meeting the instructional requirement for the standard is submitted to and
approved by the director of the department of education.

The instructional programs also shall comply with the provisions of Iowa Code chapter 258

relating to vocational education. Advisory committee/councils designed to assist vocational

education planning and evaluation shall be composed of public members with emphasis on
persons representing business, agriculture, industry, and labor. The membership of local
advisory committees/councils will fairly represent each gender and minority residing in the
school district. The accreditation status of a school district failing to comply with the provisions
of this subrule shall be governed by 281-subrule 46.7(10), paragraph “g.”

(3) “Business and office education programs” prepare individuals for employment in varied
occupations involving such activities as planning, organizing, directing, and controlling all
business office systems and procedures. Instruction offered includes such activities as preparing,
transcribing, systematizing, preserving communication; analyzing financial records; receiving
and disbursing money; gathering, processing and distributing information; and performing other
business and office duties.

281 Chapter 46

281-46.1(258) Standards for vocational education. Vocational education programs carried on under
the provisions of Iowa Code chapter 258 shall be governed by and administered pursuant to the Acts of
Congress accepted by chapter 258 and its provisions, duly-adopted rules of the federal agencies involved
and the current federal-state contracts or plans approved pursuant to these statutes and rules.

281-46.6(258) Revised standards for vocational education. Vocational education programs under the
provisions of Iowa Code chapter 258 shall be administered by the specific provisions of 281-subrule
12.5(4), as well as the other provisions set forth in 281-Chapter 12.

This rule is intended to implement Iowa Code section 256.11 and chapter 258.

12



281-46.7(258) Definitions and descriptions of procedures. The strategies for implementing the
vocational education standards may be clarified by the following definition and descriptions of
procedures which shall be utilized:

Vocational education means organized educational programs offering a sequence of courses which are
directly related to the preparation of individuals in paid or unpaid employment in current or emerging
occupations requiring other than a baccalaureate or advanced degree. Such programs shall include
competency-based applied learning which contributes to an individual's academic knowledge, higher-
order reasoning and problem-solving skills, work attitudes, general employability skills, and the
occupational-specific skills necessary for economic independence as a productive and contributing
member of society. Program content shall include recognition of the contributions of individuals with
disabilities, men and women in nontraditional roles and minorities. Such term also includes applied
technology education.

CHAPTER 2358
VOCATIONAL EDUCATION

258.9 Local advisory council.

The board of directors of a school district that maintains a school, department, or class
receiving federal or state funds under this chapter shall, as a condition of approval by the state
board, appoint a local advisory council for vocational education composed of public members
with emphasis on persons representing business, agriculture, industry and labor. The local
advisory council shall give advice and assistance to the board of directors in the establishment
and maintenance of schools, departments, and classes that receive federal or state funds under
this chapter. Local advisory councils may be organized according to program area, school,
community, or region. The state board shall adopt rules requiring that the memberships of local
advisory councils fairly represent each sex and minorities residing in the school district.

Members of an advisory council shall serve without compensation.
[C24,27, 31, 35, 39, § 3845; C46, 50, 54, 58, 62, 66,71, 73,75,77,79, 81, §258.9]
86 Acts, ch. 1245, §1431

258.10 Powers of district boards.

1. The board of directors of a school district may carry on prevocational and vocational
instruction in subjects relating to agriculture, commerce, industry, and home economics, and pay
the expense of such instruction in the same way as the expenses for other subjects in the public
schools are paid.

2. The board of directors of a school district may establish and maintain school-to-work
programs including alternative learning opportunities through which students may obtain skills
or training outside the classroom. School-to-work programs include, but are not limited to, the
following:

a. Short-term job shadowing opportunities for students to explore career interests by observing
work at a workplace or to include a series of visits to various workplaces and time spent with
individual workers to observe specific jobs.

b. Structured work experiences integrating school and work-based experiences in an internship
that may be an extension of a job shadowing experience.

¢. Mentoring experiences providing students with a formal relationship with a worksite role
model who shares career insights and teaches students specific work-related skills.

d. Career-oriented work experiences tied to school lessons through formal or informal training
agreements, formal learning plans or mentoring, by workplace personnel who may be paid or
unpaid, and which may earn students credit toward graduation.

13




e. Structured on-the-job training or apprenticeships for students who are enrolled in a technical
or professional program that leads to a high school diploma, advanced certificate of mastery, or
associate degree.

f Work experiences available to students in school and community placements directly
supervised by a school district or community coilege staff member.

3. The board may provide workers' compensation coverage by insuring, or self-insuring as
provided in section 87.4 , students participating in unpaid school-to-work programs. A school
district's liability to students injured while participating in an unpaid school-to-work program is
as provided in section 85.20.

[C24, 27, 31, 35, 39, § 3846; C46, 50, 54, 58, 62, 66,71, 73, 75,77, 79, 81, §258.10]

| 97 Acts, ch. 37, §6
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21* Century Skills

As each Iowa student is provided access to essential concepts and meaningful learning
experiences in the core academic content areas, it is imperative that we also look to 21% century
skills to build capacity in students so they are prepared to lead productive, satisfying lives.
According to Ken Kay, president of the Partnership for 21% Century Skills, the 21% century skills
se “is the ticket to economic upward mobility in the new economy” (Gerwertz, 2007). Business
and industry is providing a very clear message that students need the skills to “work comfortably
with people from other cultures, solve problems creatively, write and speak well, think in a
multidisciplinary way, and evaluate information critically. And they need to be punctual,
dependable, and industrious.” (Gerwertz, 2007).

The Framework for 21% Century Learning stated, “We believe schools must move beyond a
focus on basic competency in core subjects to promoting understanding of academic content at
much higher levels by weaving 21* century interdisciplinary themes into core subjects” (2007).
21% century skills bridge the knowledge, skills, and dispositions of students from the core
academic areas to real life application.

“The primary aim of education is not to enable students to do well in school, but to help them do
well in the lives they lead outside of the school.”

- Ray McNulty, ICLE

Towa High School Summit, December 10, 2007

Descriptions of the new global reality are plentiful, and the need for new, 21% century skills in an
increasingly complex environment is well documented. In one form or another, authors cite (1)
the globalizations of economics; (2) the explosion of scientific and technological knowledge; (3)
the increasingly international dimensions of the issues we face, i.e. global warming and
pandemic diseases; and (4) changing demographic as the major trends that have resulted in a
future world much different from the one that many of us faced when we graduated from high
school (Friedman, 2005 and Stewart, 2007). The trends are very clear that each lowa students
will need essential 21 century skills to lead satisfying lives in this current reality.

Descriptions of what constitute essential 21% century skills are plentiful as well. In the 2007
session, the lowa Legislature established the Towa 21* century framework as:

1. employability skills

2. financial literacy

3. health literacy

4. technology literacy

Within this 21* century skill framework are the common strands of learning and innovation;
communication, information, and technology; and, life and career skills.

The development of the Towa 21° century essential concepts and skills was a collaborative
process engaging the expertise of p — 16 educators, business, and industry representatives.
Sources used for this work included the 1991 SCANS report, What Work Requires of Schools,
and Framework for 21* Century Learning, from the Partnership for 21% Century Skills. The
committee surveyed the literature and endeavored to bring together the common elements of
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these frameworks. The members have outlined the concepts, dispositions and habits of mind
believed essential for success in the 21 century.

The reality of building capacity for the 21% century is that we do not know what the work of the
future will be line (Darling-Hammond, 2007) or how technology will influence health and
financial issues. The challenge is to prepare students to think critically, to engage in mental
activity, or habits of mind, that “...if the complex questions of the future are to be determined
...by human beings...making one choice rather than another, we should educate youths — all of
them — to join in the conversation about those choices and to influence that future...” (Meier,

2008

Primary Elementary Grades — Being Developed
Intermediate Elementary Grades — Being Developed
Middle School Level — Being Developed

High School

Financial Literacy

» Demonstrate financial responsibility and planning skills to achieve financial goals for a
lifetime of financial health

» Manage money effectively by developing spending plans and selecting appropriate
financial instruments to maintain positive cash flow

»  Make informed and responsible decisions about incurring and repaying debt to remain
both creditworthy and financially secure

* Evaluate and identify appropriate risk management options, including types of insurance,
non-insurance, and identity protection

» Assess the value, features, and planning processes associated with savings, investing, and
asset building, and apply this knowledge to achieve long-term financial security with
personal and entrepreneurial goals in a global market

»  Understand human, cultural, and societal issues related to financial literacy, and practice
legal and ethical behavior

Health Literacy

s Demonstrate functional health literacy skills to obtain, interpret, understand and use basic
health concepts to enhance personal, family, and community health

* Synthesize interactive literacy and social skills to establish and monitor personal, family
and community goals related to all aspects of health

= Apply critical literacy/thinking skills related to personal, family and community wellness

»  Use media literacy skills to analyze media and other influences to effectively manage
health risk situations and advocate for self and others

» Demonstrate behaviors that foster healthy, active lifestyles for individuals and the benefit
of society

Technology Literacy
» Demonstrate creative thinking, construct knowledge, and develop innovative products
and processes using technology
= Use digital media and environments to communicate and work collaboratively, including
at a distance, to support individual learning and contribute to the learning of others
* Apply digital tools to gather, evaluate, and use information

16




Emplo

Demonstrate critical thinking skills using appropriate tools and resources to plan and
conduct research, manage projects, solve problems and make informed decisions
Understand human, cultural, and societal issues related to technology, and practice legal
and ethical behavior

Demonstrate a sound understanding of technology concepts, systems and operations

yability
Communicate and work productively with others, incorporating different perspectives
and cross cultural understanding, to increase innovation and the quality of work
Adapt to various roles and responsibilities and work flexibly in climates of ambiguity and
changing priorities
Demonstrate leadership skills, integrity, ethical behavior, and social responsibility while
collaborating to achieve common goals
Demonstrate initiative and self-direction through high achievement and lifelong learning
while exploring the ways individual talents and skills can be used for productive
outcomes in personal and professional life
Demonstrate productivity and accountability by meeting high expectations

17




Business Education Curriculum
Statement of Philosophy

Because of the rapid changes in society today as evidenced in technological advances, which
influence business activity and personal living, business educators have an expanding leadership
and planning role in education. Business education represents a broad and diverse discipline that
is included in all types of educational delivery systems. It can begin at any level and be
continued throughout the life span of an individual. Business education includes education for
office occupations, distribution and marketing occupations, business teaching, business
administration, and economic understanding. It is imperative, therefore, that business education
be uniformly conceived, promoted, evaluated, and improved.

WE BELIEVE THE MISSION OF BUSINESS EDUCATION IS:

1. To educate individuals for and about business.
2. To provide a continuous program of planned learning experiences designed to equip
individuals to effectively fulfill four roles:

A. To produce and to distribute goods and services as workers;

B. To use the results of production as consumers;

C. To make judicious socioeconomic decisions as citizens; and

D. To maintain his/her job.

3. To provide information that helps students relate their interests, needs, and abilities to
occupational opportunities in business.

4. To provide educational opportunities for students preparing for careers in fields other than
business to acquire business knowledge and skills needed to function effectively in those careers;
for example, to handle effectively both oral and written communications, develop effective
interpersonal and human relations skills, and to effectively use technology in work relations.

18




STANDARDS AND BENCHMARKS
BUSINESS EDUCATION

STANDARD 1: Students will use business principles, procedures and skills
Benchmarks:

1. Demonstrate basic business/financial information

2. Make choices keeping in mind consequences and benefits

3. Possess the knowledge and skill to manage business related issues and activities

STANDARD 2: Students will utilize job keeping skills
| Benchmarks:
1. Develop communication, problem solving and decision making skills
2. Apply good work ethics

‘ STANDARD 3: Students will demonstrate occupational skills and knowledge
Benchmarks:
1. Identify potential careers through person al interests and abilities.
2. Identify and develop skills to perform at an entry level position

STANDARD 4: Students will demonstrate knowledge of how to create, access and utilize
information through technology
Benchmarks:
‘ 1. Effectively use technology to process and interpret information
2. Understand the use and application of available technology
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Business Education Scope and Sequence

Benchmarks Business Accounting | Keyboarding
Law One I (Explore)

Standard 1: Students will use business principles, procedures and skills
1. Demonstrate basic business financial info. D D I
2. Make choices keeping in mind M D [
consequences and benefits
3. Possess knowledge and skills to manage M D
business related issues
Standard 2: Students will utilize job keepingkills
1. Develop communication, problem-solving I D I
and decision making skills
2. Apply good work ethics I D I
Standard 3: Students will demonstrate occupational skills and knowledge
1. Identify potential careers through personal D D I
interests and abilities.
2. Identify and develop skills to perform at D D I
an entry level position
Standard 4: Students will demonstrate knowledge of how to create, access and utilize
information through technology
1. Effectively use technology to process and D D I
interpret information
2. Understand the use and application of D D I

available technology

I = Introduce
D = Develop
M = Master
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UNIT 1

Chapter 1
Chapter 2
Chapter 3

UNIT 2

Chapter 4
Chapter 5
Chapter 6

UNIT 3

Chapter 7
Chapter 8
Chapter 9

UNIT 4

Chapter 10
Chapter 11
Chapter 12

UNIT 5

Chapter 13
Chapter 14
Chapter 15

UNIT 6

Chapter 16
Chapter 17
Chapter 18
Chapter 19

UNIT 7
Chapter 20
Chapter 21

COURSE OUTLINE
BUSINESS LAW

WHAT IS LAW?
The Law and the Courts
Criminal Law

Tort Law

CONTRACT LAW

What is a Contract?

Elements of a Contract

How Contracts Come to an End

CONSUMER LAW
Consumer Law and Contracts
Personal Property

Renting or Owning a House

YOUR MONEY AND THE LAW
Banking and Negotiable Instruments
Credit and Debt

Credit Protection and Bankruptcy

THE LAW AND THE WORKPLACE
Agency and Employment

Agency Authority and Termination
Employment Law

STARTING A BUSINESS
Forms of a Business
Operating a Corporation
Business and Regulations
Cyber law and E-Commerce

FAMILY LAW
Marriage and Divorce
Insurance and Estate Planning
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COURSE OUTLINE
ACCOUNTING I

INTRODUCTION TO ACCOUNTING
You and the World of Accounting
The World of Business and Accounting

THE BASIC ACCOUNTING CYCLE

Business Transactions and the Accounting Equation
Transactions That Affect Assets, Liabilities, and Owner’s Capital
Transactions That Affect Revenue, Expense and Withdrawals
Recording Transactions inn a General Journal

Posting Journal Entries to General Ledger Accounts

The Six-Column Work Sheet

Financial Statements for a Sole Proprietorship

Completing the Accounting Cycle for a Sole Proprietorship

Cash Control and Banking Activities

ACCOUNTING FOR A PAYROLL SYSTEM
Payroll Accounting
Payroll Liabilities and Tax Records

THE ACCOUNTING CYCLE FOR A MERCHANDISING CORPORATION
Accounting for Sales and Cash Receipts

Accounting for Purchases and Cash Payments

Special Journals: Sales and Cash Receipts

Special Journals: Purchases and Cash Payments

Adjustments and the Ten-Column Work Sheet

Financial Statements for a Corporation

Completing the Accounting Cycle for a Merchandising Corporation

Accounting for Publicly Held Corporations

ACCOUNTING FOR SPECIAL PROCEDURES
Cash Funds

Plant Assets and Depreciation

Uncollectible Accounts Receivable

Inventories

Notes Payable and Receivable

ADDITIONAL ACCOUNTING TOPICS
Introduction to Partnerships

Financial Statements and Liquidation of a Partnership
Ethics in Accounting

35




(40} uoneonpy 12a1e) {IOH) 1WAO[2A(] PUE YI4o1D Uewny (SD) SAPMIS [2qO[D (SD) SIS uoresiunwo) (§T) SIPIS Suturea] (VL) payio pue

pajuae], 85@ ouepIng {(INDA) e 12pUsg eINNY-DINA (HOHL) ABojouyda] {(VIAIW) S[NS uoneuLogu] eIPSA {(TVIDHJS) uoneonpy [e199ds {SLOH) SIIMIS Sunuiyy Iopi0 1oySiy

-191deYy> SIY3 Ul PIANPOIUL SULI} SUNUNCIIL AU} AU

-suondunsse Fununosoe JISBq 9L 2qLIISA(T

“Sunpunogoe Juswiadeuew pue [eroueuty ureydxg

“Sununoose Jo asodind a1 8qasa(]

SAIPIIS 9SBD ‘uoneZIueSIo ssaulsng

Suruwres| saneiadoo)) ‘s1osfo1d pliom 2oy Jo w10} yoes Jo safejueapesip pue safelueape 9y} IsI']

0 Suruensangd) pue UCHBAIISQQ) JAYIBI ] "$SOUISNA JO swo} serodiod

‘ADH ‘SH ‘SD | 1521 Iandey)) ‘sezzing) pue matasy widey) pue ‘diysisupred ‘diysiojarsdoad ojos oy areduro)
‘ST °OV.L ‘dinND ‘swapqold 1dey) ‘Furpueisiapun) "$3SSAUISNYg Sununoossy oF Iy ‘TE
“IODIN ‘HOAL INOA Y22 ‘sazzinb JUISSISSL-][9S UI| SuLInjoRINUEL puE ‘SUISIPUBYOIA “9DIAISS 3GLIOSa(] pue ssaursng N Bt b4
“VIQIW ‘SIOH | U ‘s1ooysjiom pue sapme Apmg 129dery) ‘sanauaadonus pue Suryel-ysu ‘Wyeld aquiosa(] | Jo plIog 2y -z Idey) K vt I N

"1o1det2 Sy} UI padnPORUE SULIZY FUNUROIIE 3K} AU

‘SuoneZIuR3IO

1y0ad-10]-10u pue sassoulsng 3joid 10y aredwo)

SAIPNIS 9SBD *SIURJUROIIE QI

SunureaT saneladoo)) ‘s103f0l] PO, [2OY e suchiezivedIo pue sassaulsng Jo sadAy oy aquosaq

210} Suruonsand) pue UOHIBAIISO( JOYDBI “Piey Sununoooe ay ur santunpoddo 199160 AJriuspy

‘OH ‘SH ‘SD | 152 Iawdey)) ‘sozzing) pue marasy Joydeq) ‘s[eos 199183 19§
‘ST OVL ‘dIND suIapqoid 1mdeyn ‘Surpuessiapur] "$133183 JO £19LIBA B INOQE UOTJBULIOIUT PUL] TFIiv ‘TE
‘00 “HOH InoA §201) ‘sozzinb JUaLISSasse-J[os oul] "UOISIZAP 199180 109JE Sununosov Jo prrom ‘TrETT 1T
LVIQIW'SLOH | uQ ‘s1eaysylom pue sapinn Apmg 1odey) speod opA1safi] pue ‘sanfea ‘s||is Jeuosiad moy aquoseg | s pue no & -1 Jadey) LTI
SUOISIAOLJ SJUAISSISS Y saandelqQ reonta) JX3 L, WOIJ U0NDIIS | SHIBGIHIY

jsuoisnjuy
AZojowjos) o[qejreAr Jo uonesrdde pue asn oy} puelSIOpuU[) ‘7
uoreuriofur 10xdisur pue ssaooxd 01 ASojouyoo) osn A[PANSS T]  ISYIBWOUSE

*A3o[out33) Y3no.1) UOTIBULIOJUI IZHIJN PUE SSIIIE IJBIALI 0} MOY JO ITPI[MOIDY JELSUOWIP [[I4 SJUIPNIS p PIEPUEIS

SA®p g - SUBUN0O0Y 0] UONONPOIN] 1) Jo PSuary

uorpsod [aasl-Anue ue je wiopied o3 s|iys dojeasp pue Ajnuapy g

sanfiqe pue sisaxsjul euosiad y3nony) soa1es [enuajod AJjuapy '|

SYTRUWIYOUSE]

*a3pIjsouy pue sfnys [euonedndde elSUOWIP [[IA SJUIPW)S i€ pIepuLlg

SoIY1a yiom pood A[ddy '
SIS Sunyew uoisioap pue Fuisjos wojqoid ‘vonedTuNUIIod do[aAd(] |

3 At licete

“SIINys Suidady-qof azgun A spuapnig 17 paepuelg
SOUIAIOR pUR SONSSI pajeal ssaursng aFeurur 0] [0S pue o3pojmouy oY SSass0q '¢
syyouaq pue sousnbosuco puir ur Jurdaay ‘sasroys oyeN "7

"WOTJRULIOJUI [BIOUBUIJ/SSIUISNG OISEQ SJRISUOM(] *|

syreunyauog

‘S[IYS pue saanpadoud ‘sapdonrid ssouisnq asn [jis spuapnyg | pLepuels

3INQISPas AlelA] :10)2NI)SUF

I LINN - I DNIINNOJDV :eaay 13fgqng

36




(%0) uoneonpq 1231 {(IOH) WAwdo[aA3(] PUE YmolD BN (SO) sAIpmg [eqolD {(SI) s|NS uonesiunwiio) (ST) SIS Surires| (O L) pAyD pue
patuse] {(QIND) 20uepmo (JOOW) e J9pusg [eamnd-mny (HOAL) £3cjouyed ], ((VIAIA) SIS uoneutopu] eipajy (TvIDAdS) uoneonpy [e10adg (STOH) SIS SUbuIy [ I9pIQ 134SiH

-121deyd s1gy ur paonponul swi) FuUNOAdE ) U

"SUOKOBSURN

ssauIsng SuIpIoo2al Iaye S30ULR[Eq JUNCIIR St Ae[No[e)

‘qunodoe [ejides s, 1aumo J4) pue sSIN[Iqer

SaIprys 9se)) | ‘s1osse 109Je 11} SUCIIOBSURH 3ZA[RUE O] SJUNOJJE I 9S(]

Sururea] aaneradoo)) ‘syoafold pliom 129y -uopenbs Sunpunosoe i) ssaidxa 01 pue Junoace fepdes

Sumuornsand) pue UojeAIssSqQ JoYdea ], § J2UMO U} PUE ‘SIUN0doe AJIQBI] ‘SIINOoOR 19558 10

F0 "ADH ‘SO ‘SO | 1so] xdey) ‘sozzm) pue ma1axy rapdey) 1PaIo pue JIqapP JO SINE 1) JensN[]I 01 SJUENCIIE I, 3S[) [enden

‘STOVI ‘dino ‘stra[qold 19dey)) ‘Furpuelsiapun] "$JUN0DYE JO I2NBfR( [BUWIOU SU} AJTUIP] | s JoumQ pue ‘SanI[Iqer] T Iv TE
‘ADDOW ‘HOHAL InoA YooYy ‘sezzinb juswissasse-j[os Ul ‘Sununosoe Anuo-o[qnop Jo ssodind sy urejdxyg $198SVY 103V 1R T, ‘ie‘ee're
VIAIW ‘SIOH | UuQ ‘siesysylom pue sapinny Apmg 191dey) *§junodow Jo Heyo e aredard | suonoesuea] - Ilardey) 1T T

-191deyd skl ul PISNpPONUI SWIIa) SUNUNOOE A1) U]

"PapIooal puk pIzATeur Ud2q Sey UOIIdeSURN SSIUISN]

e Joye uonenba Sununoesoe a1} Jo aduefeq ) Y23YD

SoIpMg AsED) ‘uonenbs

SuruieaT aanelodoo) ‘s1oafoid PHo [€9y | Sununosse Sy U0 SUOHIBSURI JO §19313 oY) seasuowa(

Suruorsang) pue UOHBAIISQQ) J9YILIL -uoienba Jununosse 2y Jo wed Yoes uljop pue ISI'}

ADH ‘SO ‘g0 | 1591 Iadey) ‘sazzmg) pue ma1asy sedeyd ‘Sununosoe
‘ST *DVL ‘dInND ‘surajqold 191dey) ‘Furpueisrapur] uI pasn s1 11 se se1ynbs wia sy Jo Surueaw 2 ure(dxyg uonenbyq Sununoosoy v
‘IDOW ‘HOAL Inok o3y ‘sazzinb JuswIssosse-J[as aul| SRR SY} 29 suonoBsUBI], ‘I'v gz 'z
“VIAQTIN ‘SLOH | vo ‘s10aysytom pue sopinn Apmig 1aidey)y | [ercueur) pue Ausdold usemiaq digsuone[al syl aquIsa(g ssaursng-¢ Jerdey) ‘1T 1N
SUOISIAOA SJUIMSSISSY saanxlqo eonLI) 1X3 ], WIOIJ UO)IIQ SYIemyYIudg

JSuoisnjuy
ASorouxo9) s[qe[ieae Jo uonesifdde pue ssn oy purISIepU) 7
uoneunoyu Joxdisyunn pue ssaooxd 03 AFo[ouyda) osn AjoAnoalyd | SylBUIYOUSE

*ASo[ouya2) YSnoay) UONEULIOJUL IZI[[IN PUE SSIIIE IJBAII 0} MOT] JO ITPI[AMOUY NBISUOWIP [[14 SJWSPMIS f PIEPUE)S

SAep 9< - 9[9A7) SUNUNOIJY Jlseq JU ], N[ Jo Ysus-|

uonisod [oas]-Anua ue je wrojiad o3 sjyoys dojoasp pue AJusp 7
SONI[Iqe pue sisaIaul [euosiod ydnory siesreos fenustod Ausp] '] syrewigousg
*a8pojmomy pue s[njs [eaonednado eSUOWIP [[IM SIUIPNYS € pLEpUL)S
SO1Y10 Wiom pood Alddy '
sTfs Sunjewr uoisiosp pue Juiajos wojqoid ‘voneounWwod dojoAsq "] SyIewyoudy
‘sfirys Surdaay-qof szipn 14 SHUIPMS T prepuels
SOIJIAI}OR pUR SINSSI PSJR[ol ssaursng s3eurw 0) [[Is pue 93 pa[mouy] oY) ssosS0d '€
sjijouaq pue souonbasuod pur ut Surdesy ‘seoroyo aeN "7
"UOTJBILIOJUT [BIDUBUL]/SSOUISNY JISBq JBASUOW(] "]  :SRWyousg
SIS pue saanpadord ‘sapdiouLid ssauisng Isn [[I4 S)UIPNIS : [ plrepuess

BINQIepog AT :103301)sU]
) - T DNIINIOJJV 821y 3alqng

37




(40) uoneonpy 10258 (UOH) Wwowdo[eAs(] pue YImolH wewny (SO sAIPUS QO[O (S} sIMS uonesiunurio)) {§T) SIS Sunwed (DVL) pPAyID pue
pAasE L {(QIND) 2ouepIng S(IDOW) fBd $9pusD [emunJ-nnpy {HIAL) ABotouyoa ] (yIQFN) SN voneuLojuy eipay ((TvIDIdS) uoneonpd [e109dg {(SLOH) SII%S Sunjuty] £opi(y 13YStH

‘Buipunosoe pazuamndwios uIes|
-R1deys sy wl peonponui suLIY FUNUNOIIE o3 SUIJe(
saipnig asey ‘sainua [ewinol [ereusd Ul sI0L19 1931100
Surwieay saneiadoo)) ‘s1oelold priop 189y "soLnua [eunol [erousd axepy
Furuonsand pue wonealasqQ 12oea], "Anjua [euinof [e1ouad e axew 03 sdags oy aquIdsa(]
{DH ‘SO ‘s | 159 1dey) ‘sazzmnd) pue maissy ydey) "SJUSWNICP 92In0s wos uonewoyus A[ddy
‘ST DV L ‘dIND ‘surapqoid Iaydey) ‘Surpueisiapun -Fuizipewanof Jo asodind atp urerdxy [euIne| [RIdUSL) ¥
‘UOOI ‘HOEL InoA oY) ‘s9ZZInb JUSLUSSISSE-J[2S UM | "SJUSTNOOP 221108 JO s3[dUIBX [RIDAS 3qLISSIP PUB 2AID B UI SUOTIOBSURIL], ‘% Tz 1T
‘VIQAW ‘SLOH | U ‘s1eaysylom pue sapinn Apmg 19dey) "9[9A3 Sununoooe ayy ur sdags 2a1y) 3511y o) Utejdxyg Surp1osay-9 1a1dey) A NANSE
-gununeooe pazinduiod uea|
-191detyo S10] Ul PASNPONRUT SULIS) FUTIUNCIIR ATf) U]
"SUPAIS
saIpnig 9S8 pue sjiqep Jo A1enba 10] SUOLIBSUERT JO SILIAS B JSa ]
Sunues| saneisdoo) ‘s10901J ppo [eoy "SJUNO2OR [EMBIPYIIM pue ‘9suadxa ‘onuoadl
Suruonsang) pue uonealasqQ Jaysea] | Sunosye suonosesuen szjeue o1 poypswt dojs-xis sy asny
40 ‘ADH ‘SO ‘8D | 1581 dey) ‘sezzind) pue molady 191deyd "SJUNOOYE S[EMBIPUYHM pue ‘osuadxs S[EMEBIPYN M
‘ST OV ‘dIno ‘surapqel 1aideyy ‘Sutpueisispun ‘anuaAal 10] IPaI pue 1Iqap Jo sena o) A[dde pue 51T pue ‘sastadxq TF ‘1F ‘T
“ADDW “HOHL INoA o9y ‘sezzinb justussasse-Jjos oul| ‘sjuncooe Areiodwag “SNudANY PPV 1BYL ‘rezire
“VIAIW ‘SLOH | UQ ‘s1odysjiom pue saping Apnis midey) PUE SJUNO02oE JusueuLiad UIoMIDq 20U o3 uiejdxy | suonoesuea]-¢ sdey) ‘e T T
SUOISIA0LJ SIUIUISSISS Y $3ANNIQqO [BIVLD JX2 L Wol) U0T)IIS S RATUELIEL: |
jsuoisnyuy
AZojouyos) s[qe[ieae Jo uonesijdde pue asn ay) puejsiopup) "7
uorjeuoyur Joidisyur pue ssasoid 01 AGojouyos) asn A[oAnNosld (| SIewIyoudg

*A30{0ug23) YSnoay) HOPCULIOJUI IZI[IYN PUE §SIIIE IJLIII 0] MOV JO ITPI[MOUY )LIISUOWIP [[IM S}UIPNIS :f pIEpUE)S

SABD GG - 9[0A)) SUNUNOJYY JISeq YL, Jruf) Jo Psud|

uonisod [aas[-Anue ue e wiofied o3 sfirys dojaasp pue AJnusp] -z
SaI[Iqe pue s)saIapur [euosiod yInony srostes [enuojod AJuuepl ([ isylewnyouag
*3dpafsouy pue Sfns [euonednddo JI)SUOWIP J[IA SHIIPN)S ¢ piepue)s

o130 YIom pood Ajddy 7
S[{IS Sunyewr UoISIOSp pue Surajos we[qoid ‘wonesUNUWd dOjoAs(] ‘T  SyIeuyouag
sfips Surdaay~qof aziyn [[Im s)udplg :7 prepue)s

SOTHAIJOR pUR SonSSI paje[al ssoulsng d3eueul 0} [[IS pUr 93po|Mmou oY) SSass0d '€

syjeuaq pue sousnbasuos purur ur Furdaay ‘sao10yd RN "7
“UOIEULIOJUT [BIOUBL}/SSOUISNY 1SRG SIRNSUOWIR(] "]  [SyJeummouag
SIS pue saanpadoad ‘sajdourid ssoUisng asn [[Ias SHHIPN)S | PIEPUE)S

SINQISpas ATeA :10)onajsuy
(7009) ¢ (1 - ] DNILNNOJDV ‘¥31V 19lqng

38




_ {80} uououpq soare) (qOH) Juswrdo[as( pue Yol Uewny {SD) SAPMS j2qo[D (S} SIS uoneolunwwo) {(S7) SHMS Sunwea {0V ) paylo pue
pawidfe], {dLD) MUEPIY (AOIW) 11ed JopuaD [BIMIND-NIN “(HIHL) A80[0upa, (VIAHIN) SIS UoneuLiopu] eips “(TVIDEdS) uoneonpy [eads {SLOH) SIPIS Fubuiy 19pI0 2YBiH

sarpmig ase))
Sunulea| saneredoo)) ‘sposfoid prom 189y ‘3ununoooe pazireindwos Jo Fuiuies] Jeyung
Suguosong) pue UONBAILSQ() JAYoBI [ ~1oydet]d sufl Ul paonponul SulIa) SUHUNOISE S SULS(]
d9H ‘SO ‘SO | 1soL idey) ‘sozzind) pue marasy Iadey) *SSO[ 19U pUB WO 10U Jje[No[e)
‘CTOVL ‘dIinnD swa[qod der)) ‘Suipuesiapuyy Inok "J99YS NI0M UW[03-XIs B aledaid ot
SIDOW ‘HDAL o9y} ‘soZZInb JUWISSISSL-J[9S SUI[ U “199US YIom UUN[0I-XIS € Jo sued ay squIdss(q 199YS§ oA UWUNOD T¥°TZ 1T
“YIQAW ‘SLOH $193ys}I0M pue sopmsy Apmg 101deyn ‘1o0ys JJom a1 Jo asodind oty urejdxyg XIS 3y -8 dey) ST
10 2o19RI] IHA/SSIpIIS 288D "sununoase pozuNdiod uma|
Sururea saneredoo) ‘sposloig priom (e ~193dey9 SR Ul paonponul suLie} SuRUNOIoE S U]
uiucnsang) pue BONLBAIISqQ) JOYSBI | ‘Tewnol {erzusd o1y ur sarjus SuUNSALI0D PIOITY
A0 ‘dDH ‘SD ‘ST | 1591 Iardey) ‘sazzing) pue maraay Jardeyd 'SI0LI3 30UB|Rq [BLI) }221102 PUB o0 SHUN020Y
‘ST ‘OVL ‘dinD sudiqoad Jadey) ‘Surpuessiapup) ok "asue[eq [e1 B axedalg I1a3paT] [vI3URD T 1 “TE
‘A0 ‘HOAL N2y “sazzinb justssasse-Jas auff uO "SaLu [ewinol [erouss 1s0d 0] saLnuy [euinof 1T re
“YIQdW ‘SLOH s1oatsiom pue sapinn Apmg Iadey) -ss2003d Sunsod o1 ur sdas a1y 2qLIdSA(T 3uysod-£ 101dey) st B
SHOISIAC.AJ SJUIMSSISSY saanaalqQ eonLI) 1YL, WOIJ UOIIY SNIEUINAY w
jsuoisnyuy
AZojouyoe) oqereae jo uonesidde pue asn o) pueisIapun) ‘7
uonewoyur Joxdisyur pue sseoosd 0] AFojouyos) asn A[PATOH '] SMeWYOuSgg

*A30[0Uy29) YSN0.AY) HONBULIOJUI IZ{IIN PUE SSIIIE IJLALI 0) MOY JO ITPI[MOWY EL)SHOWIP [[IA SJUIPNIS :p prepuels

uomsod [aas]-Anus ue e utojad o) s[frys dojoasp pue Aynuopy 7
sauIIqe pue sisarul [euosied y3noay sieares [enusjod Auspy *1  SyJewyousg
*38pajaomy pue SIS [euonednado 3)eNSUCUIP [fIA SIUIPN)S € pIEpUE]S

sory1o Ylom pood Ajddy '

S[[13S Suryew UOISIOop pue SulAfos wie[qoad ‘uoneorunumos dojeAas( '  SyIewyousyg

“siis 3urdooy-qof azymn 14 syudpg :7 prepurlg
SOIIATIOR PUB SONSSI PaJe|al SSaUIsnq a9euew 0} [[Is pue 9Fpajmouy oY) ssassod ¢
s)jauaq pue sousnbasuos purw ul Jurdesy ‘sestoyo e "7

"UCHRULIOJUI [BIDURUT/SSAUISN] JISEq QJRNSUOWS(] '  :SYIEWHOUSE

*S|IDYS pue saanpadoad ‘sapdourad ssouisng asn [jIas S)UIpn)S | pAepuels

SINQISPag ATE[A] tA0)Injsu]
(60} 7] - T ONLINNOJJYV :eday 1algng

-SA®P QG - 9]0A) SULUNOI0Y oIseq o4 1. U] Jo P3ud |




(90) uoneonpy 190re)) (IOH) uowdo[2A3(] PUE YMOID Uewn {(SD) SAPMS [2GOD (SI) SIIDIS wonesrunuwwo) (ST SIS Sunwea] (OV.L) PO pue
pajus[e]. {(QIND) UEPIND {IDDIN) el 1pusD [InI-nnpy (HOEL) £Sorouydo L (VIGHN) SIS uoneuLojuf eIpay “(TYIOdS) woneonpy [20adS (SLOH) SUIMS Supjuiy] J9pIQ 19Y3IH

-Sununodde pazianduiod yo Surires| JoyLmng
-191dey s Ul P2SNPONUI SULI3] FUPUNOIVE J) SUYS(
‘goueeq [e1n Sutsojo-isod e aredarq
saTpmIg 9seD) *128pa] [eIouad a1p 0} SILUS UISO[D 2] 1504
Furureo aaneiadoo)) ‘s100[01d PlIOA oY ‘sornua Suiso[o oy azijewinol pue azA[euy
Surwonsaen) pue UoHBAISSqQ) 1YL ], ‘juncooe [eydes oY) pue JUNO3oE
AdDH ‘SO ‘SO | 1591 sdey) ‘sazzind) pue malasy Idey) | Aleunung FWOON] oY UsamIag diysuoneral oy urefdxy drysiolenadoig
‘ST OV.L ‘dIinnD suea[qoad Joydey) ‘Suipur)siopu() IN0A "Juno2oR Alewwng awiodut ay; jo ssodind sy urejdxg g[og e 10y ¥
“IDDW ‘HOHEL Y93y ‘sozZInb WSWSSISSL-F]9s AU UQ *SaLBUR FUISO[D 9[94D Fununosoy 21 T¥TT1T
VIAQdW ‘SLOH $199YSyI0M pUE sopIiny Apmig 1oder) ySnoigs spunodoe sjepdn 03 Aressooau st 1 Aym urepdxg | Sunsjdwod-g1 seidey) EINEANE
‘Sununosde pazuandwos yo Fuiwes] PYLNng
*1ydeds siy Ul paonpo SuLd) SuUN0dR ) AUYAg
-sorel 1ndwos pue sisAfeue eyel oy urepdxyg
*SMO[J [[SED JO Juswiaie)s oty Jo asodind ay wrejdxg
S3IpmIS IseD “1901s soue[eq v stedald
Suruea| saneradoo)) “s100f0id pHIOM [€5Y “199ys soue[eq a1 Jo asodind a1y urejdxg
Suruonssng) pue UCNRAISSGQ) Iofjoera], ‘Anb3 s Joumo w sadueyo Jo wewsie)s e atedolg
40 ‘AOH ‘SO ‘S | 1591 1a1dey) ‘sezzmn() pue maiaay wdey) ‘Alnba s roumo
‘ST OV.L ‘dIND swisjqoid 19deysy ‘Surpueisispu] nek ul saSueyd Jo Juswale)s oy Jo asodind oy urejdxy drysiojanrdoag Tt Iy ‘Te
‘IO ‘HDOAL }osy)) “sazzinb Juswssasse-J[as sul] uQ “JusuIge)s Swodul ue atedald 210§ ® 10] syudlNe]IS 1ETe e
“VIQAW ‘SLOH S)oaUSHIOM pUR sapinD Apmg odey) uaaIe)s surodut S Jo asodind sy urejdxg [eroueuy -6 21dey) ‘1T T
STOISIA0ILJ $]UAUISSASSY saAnaafqQ [eomI) JXa ], WoJJ OIS sHIemyMag w
jsmorsnjuy
ASojouyo9) o[qejreae Jo uonedsijdde pue asn ay pueisispup) 7
woneuriojur 3a1digur pue ss2001d 01 ABo[ouyss) asn A[2AndaH ' (Syewryoudg

-£30[0un29} qSno.ay) uor)BULIOUT IZIYN PUE $SIIIE A)BILI 0) MOY JO ISPI|A0UY )ELISUOWIP [{I4 SJUIPMYS :p PIepuslg

uoiyisod [aas-Anjus ue je uojred 0y s[ys dojsasp pue AJLUsp] ‘7
sonI[iqe pue sysaxdjul [euosiod ynoxy) sieares fenuatod AJuspy (| ISyrEWYOUSY
*aSpa[aomy pue S[Ss [euonednddo NeIISUOWIP [IM SJUIPN)S ¢ plepuelg
sorg)e yom pood Ajddy 'z
s[ps Sunyew uorsioop pue Suisfos wiojqord ‘wonesunUIIed dO[aAd(] "  SHIRWIUSH
sps Surdoay-qof szyn [[i4 S)UIPNIS 7 PABPUE)S
SONIAI}OR PUE SSNSST paje[al ssaursng s3euew 0] [[IS pue S3pa[Mouwy S13 SSISSOJ "¢
sjjsuaq pue asuanbesuoo purur ur Surdesy “seotoyd eI T
“UOIBULIOJUT [RIOUBLIJ/SSAUISNQ J1SBY JJRNSUOWIN( '  SFRUIYdUsg
*S|IPfs pue saanp3doad ‘sapdiurid ssouisng asn [[La4 spuapmyg 1| plepue)s

FINQIapag ATE 10)ONIISU
{(7003) ¢ 7] - [ ONLINNODDV :eaay 193[qng

SATP 0G - 9]0A)) JUNUN0JDY Jlseq Jy], ;U] Jo P3ud|




(aD) uoneonpy 1031 {(QOH) 1UawKo[AQ pue YInol) uewny (SO) sAIPS [eqolD (SI) SIS uorearunuiio] {S7) s[s Surwes ((OV L) pagto pue
palusfe L {(AIND) 2ouepmyn (IDJW) Ire,l Iepuan eImnd-nnp (O} £8ojouysa], (VL) SIS uoneuuozu] Bipsiy (' TyIDES) uoneonpy [2wadg {SLOH) SIS Sujulyy, 1p2Qy 12ysiy

‘gununosoe paziamnduiod Jo Suities] JOULN]
-12ydeq> S Ul paoNpOnNUI SULI) Y SUIJ(Y
“W9ISAS FAJSURI) SPUA] SIUOLIS3 2 JO SISIt ) 9qLIS3(T
-sa3 1B
2014138 jueq 03 Sunepal sanus 3sod pue szZifeUINO[
saIpryg ase)y “JUSIEIS NURQ B O[I2U0IY
Smuiea eaneiadoo)y ‘spafold pliom [y ‘susodap sueq aredaig
0 Furgonsang) pue UCIIBAIISq IoYoes] “}oayo e oredalg
‘ADH ‘SD ‘SO | 159 191dey)) ‘sozzind) pue marady dey) *SQMIS YI9UI U0 UOLIEULIOJE PIOJY
‘ST OVL ‘dIno surjqoig 1dey) ‘Surpueisiopuy) Mok JUN030E SOIANDY Tr1'v ‘T
“IDOW ‘HOAL a2y ‘sezzmb juowssasse-J[as aul[ uQ Furoayo e asn pue uado 0] papasu SULIO] AU LIS Surqueq pue [onuo) ‘BT
“YIIW ‘S1OH s1aaysyIoM pue saping Apms Pidey) “yses 199301d 03 pasn S[OIIUOD [BILISIUI S} LIS ysed-1 1 mdey) LTI T -
SUQISIAOLY S)UIUISSISS Y saanaiqQ e . IXJ], MIO4J UONRIIS SyJewIudyg <
jsuotsnjuy

ASojouya9) sqerear Jo uonesrjdde pue osn oy) pueisIopur) ‘g

uorjeutoyur 1p1diatur pue ssaooid 0) ASojouyso) asn A[PA1I0SJIH '] SyrewduULg

*ASo[ouy593) YSnoay) UOBTULIOJU JZH)N PUE SSIIIE IJLIII 0) MOY JO IZPI|MOUY IEI)STOWIP [[IM SJUIPN)S if pLepue)s
uonrsod [aas]-Anuo ue Je wiogiad 03 s[[rys dojaasp pue AJuspy 7

sonjI[Iqe pue s}sarejul jeuosiod y3noiy) s1oored [erusjod AJJUAPL "] SyIRWIYIuUSE

*33pajaomy pue s[INYs [euonednade I)eajsUOWIP [[lA SHUIPNIS ¢ pIEPUE]S
sorye yiom pood Addy ‘¢

s[jiys Sunyew uoisioop pue Suiajos wafqoid ‘vonestunwwod dojsasg | Syrewyousy

sris Surdaay-qol azijun (14 s)uIPMIS T prepuels
SONIAIIOR PUE SINSSI Paje[sd ssaulsng aFeurew 0} {[I]S pue 3FPo|MoUy 91} $59sS0J "€
sjjeusq pue sousnbosuoo purus ur Surdooy ‘saotoys oA

"UOLJEULIOJUT [BIOUBULY/SSOUISN] OISB] SJBlSUOWS( [ S}y ewyousg

*S[INIs pue saxnpldoad ‘sapdidurid ssauisng Isn [[ia SpUIPMS [ pIepuels

Ngﬂhuﬁwm ATRA] ra03nasuy

SAEP 9 - 3[9A)) SUNUNO00Y Orsed YL :Hu() Jo yiua] (T009) ¢ 701 - 1 DNIINIIOD0V ¥V 13fqng




(42) uoreonpy 12am]) {JOH) WLWAO[2A( PUE Y1100 UBWINE (SD) SAPMIS [BqOID) {(SD) SIS uoneotEnwLo (S T) SIS Buturea {(Oy L) payio pue
PAUSIE, S(1}¥D) 2UEpID ((ADDIN) e Jopuany [en)-BaW {(HOEL) ASo[ouyday, {(vIAHW) SIS uoneuuozu] eipay (TVIDAdS) voneonpy je1oadg ((SLOH) SIS Supyunyy 1opiQ) 1480

"S[I1s 3ununodoe pezueindwos Jouun

saIpulg aseD “Jo1den]o s1E) Ul paONpOosUL SULI) SUnunodse syl auljag

Sunwea| saneradoo)) ‘s1osload pHom 1899 -spodal xe} jjo1ded a91duio)

a0 Suruonsang) pue UoILAIISq() 19USLI T, “etmnof,

‘ADOH ‘SO ‘SO | 159 1a1dey)) ‘sozzing) pue maasy midey) [BI19US3 oyt ul soIIqel] Xe) Jo Wowded sy p10doy
‘ST ‘OVL ‘dIno surajqolq Jodey) “Surpuelsiopuy} INOA -sur10] asuadxa xe) joried sopdwon pue anduio) SpI00aY rady
‘IO0W ‘HOAL Yooy ‘sazzinb juswissesse-]jas sui UQ -saxe) [[01ded s Jokojdws o squasaq Xe] pue sanM[Iqety | ‘Iiv ‘TE ‘1€ 0T
“VIGAW ‘SLOH S1991SH[10M pUE sapInn Apm§ 1R1dey) -Jeumel e13wss ay 1 suonsesuel [joiAed piooay [ossed-¢1 ¥deyd | ‘1z g1 ‘201 ‘151

“S[D[S Sununoedoe pezunduwrod ISy ]

-103deyo snypy ur paonponul swis) 3ununeode Ayl auyed

s31pN)s asen “p10221 sSuruIes s, sekopdws ue aredaxg

Surureo aaneredoo] ‘spoafold priom [89Y -spuny [[orded Sunngiysip Jo spoylaw ay} weydxy

) Suruonsang) pue UOTIBAIISQQ) Jo1oRI ], -s19)51301 |[o1Aed aredalg

‘AOH ‘SD ‘So | 1531 193dey)y ‘sazzind) pue mataay] indey) “Aed j9u anduwroy

‘ST*OVL ‘dInND swisjqold eidey) ‘Suipurisiepuy] oA -s3upjoyyuam pred-aafojdwe ayndwios pue urejdxg
100N ‘HDOHAL N2 ‘SAZZINb JUASSISSE-J[IS JUI] UD ‘spogrow jusa)yp Suisn Ked sso18 sndwoy Fununodoy [[0iied et S 4
VIGAW ‘SLOH S199Y[SHIOM PUE SSpIND Apni§ Iaidel)) *Sp10931 [[0JARd 2eInooe Jo souelrodun a urejdxy -zl Ideyp-g muny | 1T et 7L 1L

SWOISIAOL] SIUIMSSISSY 52ARRIqQ [BNLD) JX3 ], WOIJ uoNIAG |  SIEWNIUIY
/suoisnjuy
A3orouyo9] sjqe[eAR Jo uohesijdde pue osn o1 pueisIepU[) '
uoneuLoyus Joxdinur pue ssoooid 03 ASojouyo) asn AjRANOSYIH '] SYJewryouag

*AS0[0uy33) YSNO0IY) UONBULIOJUI IZI[I}N PUE SSIIIB IJBILD 0) A0Y JO ITPI[MOWY J)LI)SUOWIIP [[IA SIUIPN)S :H pIepue)s

SKep G - WASAS [[0IRE] B 10] SuUnpunodoy yup) jo ysuag

uosod joAs)-Anu2 ue Je woyied o3 spjs dojassp pue Anuep] ‘7
sapijiqe pue sissul feuosiad ySnomy s1sores enuajod AJIUSpY ' ISUEWYOuRY
‘3BPI|Mouy pue S[INYS [euorzdnido JBIISTOWIP |[IA SJUIPMIS i€ PICPUE)S
SO0 Yiom pood Ajddy -7
SIS Sunjew UOISIOSP pue Julajos wejqoid ‘woneoTunuuod dojaAs(] "] Sylewnydusyg
‘sfivys Sutdaay-qof szymn [ spmapmg iz paepuelg
SOT}IAIOE PUB SONSSI PIJB[2I SSOUISRG FeURW 0] [[IYs pue 28pS[MOoud] oY1 SSasSOq '¢
syjouoq pue aousnbosuod purw ui Surdsoy ‘ss0r0yd B ‘7
“UOTJBWLIOJUT [BIOUBUL]/SSOUISOq JISeq JeljSUOWI(] ']  SHIBWYOudg
‘S[IDYS pue sa.inpadodd ‘sopdpurid ssouisng Isn jIm S)UIPNIS ] pIepue)s

8INQIAPIT ATRTA] :X01dMLI)SUY
€ (] - ] ONLINNI0DJDV :eaay pdlqng

42




(@) uoneonpy 1e1e) {IOH) 1wswdo]aaa( PUL YaOID UewWNH (SO} SAPMS [Bqo[D (SD) SIS uogedtunwwo) (ST) sus Swuwea (DY L) pyio pue
pawsfe ] (qIND) 20uBpIng {(JOW) e J9puss [ermnd-ny (HOAL) £8otouyds], {(VIQIW) SIS uonewojuy BIpIN (" 1v1DddS) woneanpy [210adg (SLOH) SIIBS Subuly], 19p1Q Y31

“s[[1ys Jununoosoe pazunduios panunuc)
*19)deyo 9y} Ul paonponul S FUNUNOIL S dULfag
‘103pa Arerpisqns sjqeied sjunodoe ) 0} 1504

‘sucljoesuen
salpmg juswifed yseo pue saseyand Jo Ajatrea € paoday
asey ‘Suiures] sayeladoocyy ‘s1oslold plIom *2SIpURYDII

0 | feay ‘Suuonsend) pue UONBAISSqQ FoYIes [, Jo eseyomd a1y 0 Sune[al suonjoesuRn AZA[RUY
‘OH ‘SD ‘SO | “Isal Iaydey)y ‘sazzing) pue malAdy MideyDd “YSBD ISAC S[ONU0S AJIIUap] spswARg
‘ST DV ‘GIND swia[qoid 1sydey) ‘Surpueisispury oA -ss300.1d Surseyaand s U pasn SJUNOOIE Y 2qQLIDSA(T use)) pue saseydIng Ty
‘IOOW ‘HOAL Yoy ‘SoZZINb AwWIssasse-J[35 SUNf UQ unodoe Joy Sununoody | ‘b ‘T ‘1€ ‘TT
“YIA3W ‘S.LOH $1931S}I0M pue sopIng Apmg widey) uo aseyosnd e Fuissaooid 1o sampasoid sy) wmepdxy ¢ dadeyny | T T T TN
"S[[1YS BURUNOINE pazLanduIcs ponunue))
-151de]o SI) 1 poonponul SULK) SUNUNOddE i) SUa(]
sapnig ‘Jeuinof [g13us3
ase) ‘Sururea| saneiedoo) ‘spafosd plios | € ut uonoesuen 1d1a0a1 Yseo pue s[ES JO A19LIBA B PIOODY
730 | [0y ‘Sutucnsand) pue uoneAksSqO 12YIBI ], “Io[esa[oym
‘UOH ‘SO ‘SD 1 9sal mdey) ‘sazzing) pue ma1axy sadey) B pUB S9[1BISI B UI9MI0q S0UIYIIp ou; utejdxyg
‘ST ‘OVL ‘dInNo swiayqoid Iazdey) ‘Bulpur)siopu) Jnok | "SSIPUBYIISTI JO 3[es SIf) 01 Fuie]al suonoesuey 9ZARUY s1diaoay yse) pue
‘ADDW ‘HD3EL o9y ‘sezzinb jusuissasse-§1as aul] uQ "ssoulsng Sursipueyolow | soreg I0f Sununoody v 1¥TT
‘VIAgW ‘SLOH S]OSIS}IOM pue saping Apnys Jadeyd ¥ pUE SSOUISI( 01AIIS B US2MI2q J0UJAJIP a4 ure[dxy —1 ¥deyD-Fuun | 17 EL T T
STOISIACAJ SJUIWSEISSY saAandalqQ BanLE) JXIL, WIOA) UCNIIS | SHIBMIOUIY
jsuoisnyuy
A3ojouya9 s[qe(rear Jo uonesijdde pue asn ay) pueysispuy) '
woneurrojur 1axdisiur pue sseo01d 03 ASo[ouyos) asn A[oANdYYH "] Syfewyouag
*A3ojour39) YSnoay) UOHEULIOFUI JZI[IIN PUE SSIIIB I)BAII 0] MOV JO ISPI[MOUWY I)BIJSUCWIP [[IM SHUIPNLS i plepuels
uomisod 19A3[-A1jus ue Je uuoliad o3 s[{bs dojoAsp pue AJNuUsapy 7
SanI[Iqe pue s)sa19)ul Jeuosiod yanoay) sxoores enusjod AJUSp] "p  Sysewyousg
‘agpajaomy pue s[Iys [euonedndde NLISUOWIP [[IM SITIPNS i€ pIepue)s
so1y3e ylom pood Alddy -
s[Iys Suryew uoisioep pue Juis[os wefqoid ‘vonesunwwiod dofeadd ' Syrewyouag
“synys Suidaay-qof azrun (i spuIpnIg 7 prepuelg
SOIIAIIOE PUB SSNSSI Pajeal ssauisnq ofeuew 0} [[Is pue 23pa[mouy Y1 SSISSOJ "¢
s)ijsuaq pue oouanbosuos purw ur Suidosy ‘s3dtoys YR ‘T
UOLJRILIOJUI [BISUBULY/SSOUISN] JISeq AjesuOWa(] ']  Sleunjousg

SIS pue saxnpadoad ‘sopdourad ssaursng asn fia SUIpN)S ] pIepuels

FMQISPaS AIBPA I0JIMIISU]

SKEp £0 - dI0,) SUISIPUBYIIATA € J0] 9[9A)) SUNUNO0JIY S :3HU[) JO [)sudry

~ § 01 - TONIINNIODDV :vaiy 13alqug

43




(3D) uonesapy 1021e) (QOH) wowdo2Ad( pue Yimoln vewnH {SH) sAIPIS [2GO[D {(§D) SIIMS uoneatunuruoy (S spnjs Suned] {OV.L) payID pue
pajuse], {((IND) duepmn (JODA) Ne 12pusD eImnd-nnp ((HDLL) ABojouyds], ((VIGHIA SIS uoheuLoJuf v1psy {TVIDIdS) uonesnpy [eidadg (STOH) SIS Sunjury, 19pIg LRYStH

“I1a8p9]
sarpms Azeipisqns 2]qeAed s)unoooe a1j) pue Ja3pa] Jelouas iy
“9se)) ‘Suruwiea| saneradoo)) s109lo1g plIom 01 speuinof suowrded yseo pue seseysind a1 woy 1504
gD | [e9y ‘Suruonsand) pue HoneAlssqO 1agoes], | ewnol sjudwAed yseo ayi m suonoesuen [joiied p1oosy
‘AOH SH ‘SO | ‘189 3a1deyD ‘sozzmg) pue Malavy Iardeq) ‘sreunol
‘ST ‘DVL ‘dinND sua[qo1g 1a1dey) ‘Suipueisiopup IN0A syuawAed yses pue soseyaind 23 w1 SUCI}ORSURI) PI0OdSY sjuswAed yse) pue ¥
‘IDOW HOAL yaay)) ‘sezzinb juoiussasse-Jjos aul u) = . -sjewmol | saseyoind speuanof | ‘i ‘7€ ‘TIE ‘DT
“YIOIW ‘SLOH sjaaysyiom pue sopinD Apms dey)y | syuewided yses pue seseyoind oy jo osodind oy urepdxy reroadg-£ 1 deyd | ‘17 ‘61 °Z01 ‘101
"S[[1Ys Sununodse pazundiuod panunuo)
‘Jo1deyd SH]] UT pIONposUI SULIY) SUnUNosse 2N U
"9[qBA12021 SIUNOJ9IE JO S[upayds e atedalg
"syuneooe 128pa| jeleusd o3 sfeuanof
s3d1o0a1 yseo pue s9[es U] WOl S[eyc) MU0 150d
saipms ‘s[etInof
ase)) ‘Suruies| aaneiadoo)) ‘s1osloid piom 1dIao91 yseo pue s3[es v o[nI pue Te10} “dro01d 00
eay “Suruonsang) pue UoleAlasq( Yo L *198pa] AIeIpISqQns 2[qRAIS23I STUNOITE Y} UL SIUNOIL
OH ‘SD ‘SO | ‘591 1aideyn “sezzind) pue malasy dey) | 1awosno o) sjeurnol s1diesas yses pue safes oy wiol] 1504
‘ST OVL ‘dIno swa[qoid dey) ‘Suipue)sispur) Jnok ‘s{ewanof s3d0091 yses pue Sa{es Ul SUOOESURI) PI0oaY sidieoay yse)
‘ID0W ‘HOHL ooy ‘sezzinb Juatussasse-J[as ou[ BO "ssauIsng FUISIpUEYSIaW B WF pasn puE s3[Bg S{BUINOf AL B A
VIO ‘S1OH S1a9UsIom pue SPIND Apmis 10idey) are Aatp) moy ure[dxa pue speuinol jeroads sy Ajnuspy [eroads-91 sardeqy | “1:7 °C:1 ‘271 °“I°1 <
SHOISIAOL] S)UIUISSISSY saAandlqQ [eanL) JXa ] WoIj uordg SHIBMYIuIg A
jsuorsnyuy
£3oouns9} s1qefleae Jo uonjesydde pue osn oy} puBlSISPY[] T
uoneuLIoyur ya1dssul pue ssao01d 0] A3ojouyod) asn A[SANIYYY *]  SYIEWYOUY

*ASo[ouy23) Y3N0.1Y) UOPLULIOJUI IZI[IJN PUE SSIIDE 3JBAID 0) MOT] JO IGPIAMOWY ABIISWOTIP J[I1A SHIIPN)S 4 plepue)s
uonisod [oA9[-Anjue ue e worad o} spiys dojoasp pue AJIIusp] 7

saniIqe pue s)sazopn [euosiad y3nony s1oares [enuajod AJijep] ©]  iSyrewjouayg

*a3pajMouy pue SJIDYS [euonednddo LIISTOWIP J[IA SHIIPN]S i€ PIEPUE)S
saTgye Jiom pood A[ddy g

s[1s Sunjewr uorstoap pue Suiafos weyqord ‘voneoununuos dofoas | syrewyousg

*sTnjs 3mdaay-qol azynn 4 spuspnlg :7 paepue)s
SOIHAIOR PUE SONSSI pPaje]al SSOUISng A8eULR 0) [[IfS PUB o3pojsmouy] oY) SSossod "¢
suysuaq pue sousnbasuoo purw ur Supdosy ‘seoioyo e "7

"HOIJRULIOYUT [BIOUEBUL]/SSOUISN( OISBq JJBNSUOWS( ']  SyIeuryousg

*S[INjs pue saanpadord ‘sajduLid sSouIsng Isn [[14 sJUIPNYS 1] pIepuw)s

SINGIApay ATEN :10jonsu]
(7U03) U] - [ DNITNIODIV :8d1y yefqng

SAep €0 - "dI0)) SUISIPUBYOIaJA] © JO] 9]0A) JUIUN0DY U JEU[() Jo YISud|




(2D) uoneonpy 1vare) {AOH) Wwowdojaad( pue [moln wewny {$H) SAPMS [2q01D (S} SIS vonesunwwio) (S SIS Surures] (DVL) paylo pue
pajusfe] {AIND) duepms) {OIA) e Jopuagy fermn)-mnW (ML) ASotouyoa] (WIAHIN) SIS YonRUOSu] RIS (TVIDHAJS) uonesnpy [eroads (SLOH) SIINS Sunpmyy, 1spig 19y3Iy

"SJ|13S Sununodse pezuindwod snunuo)
satpnig ase)) ‘Burmes| saneradoc) “191deyo STY] W poOnpOIRI SWIA) SURUNO3se Ay SUIa(]
‘s1oaioag plIop [B9Y ‘Buiuoiisand) ‘syuswulsn(pe 2y} szieUmOr
pue UONBAIaSqQ Ioyoes] Isa] "1991S YIom UMin[oo-ud)  aredaig
(IDH ‘SO ‘SO Imdeyn ‘sozzingd) pue maiasy Iadeyn ‘syusunsnipe a3 AeINdE)D 18NS
‘ST DV ‘aIinD SU]qoIg Jordey)) “SuIpuelSIapUp) In0A ‘1snlpe 01 sjunoooe 125pe] ersusd YoM JUTULINA(] JI0M UIA[O)-U],
‘AD0W ‘HDAL 329U ‘soZZInb JWIUISSISSE-JISS AUI} UQ ‘sjuaunsnipe poriad-Jo-pus pue sasue[eq (el JeioUsn o) pue sjusunsnipy TV 1IrTT
‘VIAQTW ‘SIOH S190USHIOM pUE SOpPIND) Apni§ Iaydey) 199U YIoM UIIN[02-u3) k Jo spued oy 2qLIosa(] -gT sdeyy | ‘i CeT T T
saipnig ose]) ‘Sururea aanesadoo)
‘s100lo1g priom {2y ‘Sutuonsand) "S[[13s Sununodsoe pazundwoes snunuo)
PUB UOIIRAISSQQ Jo1oRa ] “ISIL “101dey3 SIU) Ur psonponul SKie) SUNUNOOE 3T U]
10 ‘adDH ‘SO ‘SO Ja1dey) ‘sazzing) pue malasy 1adeyd YSed 2A014
‘ST DV.L ‘aInND surd[qold 19)dey) ‘Surpueysiopuyy ok "a[qeAed sjunoosoe 3o smpayds e aredeig | - siuswAed yse) pue Aty
‘ADOW ‘HO4L o)) “sezzinb justussasse-J[as aulf uQ ‘reuwinol saseyoind S[ewInor | ‘[ ‘ziE ‘1 ‘TT
“VIAIW ‘SLOH sjaaysylom pue seping Apmg 19deyn suowAed yses pue saseyaind o o[mu pue ‘sacid ‘e1o], fewadg-£1 1dey) | ‘LT ‘T T %
STUOISIAOLJ SYIIMSSISSY saanxniqQ el JX3] WoJaJ uoIIIg syIemyauag
jsuoisnyuay

A8opouys9) s1qereae jo uoneordde pue asn ay; puejsiapup) ‘7
uopewroyul 1a1diojur pue ssoo01d 0) ASojouyas) asn A[PAOSJY ' SyIEWOUdg
*ABo[our|393 Y301} UOHBULIOJUI IZI[N PUE SSIIIT BAII 0] MOY JO IFPIMOWY NLIISUOHIP [[IA SHUIPN)S :p PIEPUE)S
uonyisod [aAs[-Anus ue je uuoyred 0 sjoys dojaasp pue Anusp]
saniqe pue s)sssoul [euosiad ySnomy sicares (enusjod Auuopl 1 SyJewyouag
*agpajmouy pue s[s [euonednadso 3)el)sUOWIP [[IA SJUIPN)S € plepue)y
sorya yrom pooS Addy 'z
S[[ys Sunjew woIsIoop pue SwIA[os wisjqoxd ‘uonesiunuruod dojeAs '] SyIewyousg
‘SHIDs Surdaay-qol azin [Im spudpm)s 7 pIepue)s
S3IIIAIIOR PUE SONSSI PaJe[al SSAUISNG 3ZeURW O3 [[IS PUe 23pajmou] oY) SSass0q "€
spyaueq pue ssuonbasuoo purui ui Furdoay ‘sao10yo BN T
"UONRULIOJUI [ETOURULJ/SSSUISTI] J1SBq S)eX)SUOWIS(] |  :SyIeuryouag
‘SIS pue saanpadoad ‘sajdourid ssaulsng asn [[is s)uapn)g :J pIepue)s

SINGISPaS ATE]A :I03INIISU
SKEp ¢9 - 4107y SUISIPUEUOISIA] € J0] 9[0A,) SULUNODY I ], ([} JOo [Sud|. {03} % T[] - | ONLINNIODDV 824y 333{gng




(4D) uonesnpy 1991e) {QOH) 1WwdO[3A3(] Pue YImorn Uewnf {(SO) SIAPMS [eqo[O (SD) SIIMS uonesrunuuwo) (ST sHHg FweaT ((OV1) pyLo pue
pajuare], {(JIND) ueping Qwu_é 1B ] 19pUSD [RINND-{NIA {HDIL} A8ojouyaay (VIAHA) SIS Uoneuuoju] RIpojy (TVIOHJS) uoneanpy e1oadg (SIOH) SIS SuBfUIy] $0pl0 19YSIH
sa1pmg ase]y Suuea| aaneladoo)

‘syoolold plaoa feoy “Buruonsand)

pUR UOIRAISSq() ISYBa ] 1S9 “s[irys Sununosoe pazusndwod sNUNUo)
1sdey)) ‘sezzing) pue malasy mdey) -19)deyo SH]} Ul P2ONPonUl SWS) FUNUNodoe 3Y) Sulfa(]
doH ‘SO ‘SD suia[qoIg 191dey) ‘Surpueisiapuy) oA “SIUATISIR]S S} UO PSUIBILOGD BIRP [RIDURULS 1) SZATRUY
‘T'OV.L ‘dIND ¥oo1) ‘sezzinb JUSLLSSISSR-]]as AUIf T ‘uonelodicd SuiSIpuRYDISuL € 10] SMO|] ysed uonelodio)
ADDIN ‘HOAL S19oysIom pue saping Apnig saidey) | JO JuswIaNe]s OUf) SQLIOSIP PuE I99Ys ouk[Rq pUE ‘SSUIUIES © I0J SJUSTUIIEIS Y1 TT
“YITIW ‘S1OH sjsaysIIoM puE sepinn Apmis 1adeq) pouIE}al JO JUSISIEIS JUaSte)s awoduy ue aredard | [eloueulg-g[ dey) | ‘157 ‘€11 T 1L

sarpng ase) ‘Surlies sanerdoo)
‘s105(014 pHoM [89Y ‘Surucnsan)
pUE UOHBAIISGQ Jay2ea ] “ISaL

Isydey) ‘sozzing) pue malasy Iadey) -s digsiojetrdosd ajos e wolj
dOH ‘SO ‘SO swis[qold 12dey) ‘Burpueisispur) MoA ISP SIUSWSIEIS [B1oURny S uorjelodiod  moy urejdxy
‘ST °‘DVL ‘dIinND o9y ‘sazzinb juswissasse-Jjas Ul UQ -uone10dIoo SUISIPUBYOISI B 0] SJUSWISIR]S [RIOURULY uoneledic)
‘ID0W ‘HDO4L sjaysIoM pue seping Apmig 1aidey) 3y pue 199Ys Y10m 341 U9MmI2q diysuoneal oyl urejdxyg . ®BIo] sjdiiels T 1Y TT
“VIGHW ‘SLOH | s1esysyliosm pue saping Apmg iaydey) ‘wonesodios v Jo diysioumo piooal o) moy wedxy | [eouew -] wideyn | iz ety ‘¢TI0
SUOISIAOLJ S)UIWISSISSY saand3lqQ eanL) JX3], WOlJ UCHIAS sylennyouag

jsuoisnguy

£3or0ouyoa) sjqefieae jo uoneorjdde pue asn sy} pueISISPU(] 7
uoryeunoyur ja1diajur pue ssacold 0) £30jouyoa] esn AJANDSY (] syrewyousg
*ASo[ouyo9) YSnoy) UOHEULIOJUI IZIIIN PUE SSIDIL IJBAII 0} MOY JO ITPIMOUWY JJLIISUOWIP {[IA SHUIPN)S 1§ pIepue)S

uotnsod [aA9]-Anuo ue je unogtad o1 s[[iys dojaasp pue AJUap[ ‘7
sauIiqe pue sisa1oul jeuosied yInonyp sieores [enuajod AJnusp] ' sewnyousg
adpa[mouy pue s[Ps [euonednado sjer)sUCWIP [[IM SHUIPNIS i€ pIepue)S
SoT)e Niom pood Alddy ‘7
s[{ys Sunyew uorsiosp pue Suiajos wopqord ‘vonestunurwod dopaas(q [ syrRWYOUIY
sy Smdaay-qof aziyn (14 spuIpMIS 17 plepuelg
SOIJIAIIOR PUE SINSSI paje[al ssaulsng oFeurw 0] [[Ifs pue SFp[MOU Y] SSISSO "¢
sjijsuaq pue souonbasuos puiwt ut Furdosy ‘sa0101d SR ‘T
"UOIBILIOJUI [RIDURULJ/SSOUISNG J1Skq dRNSUOWS(] "  :Syfewyousg
*SHOYS pue saxnpadord ‘sopdounid ssouisng asn [[1m Sjuapn)s [ paepue)s

SINQISPIS AlRA 110J0NI3SU]
SK@p £9 - 'dI0,) SUISIPUBYRISJA € 10J S[0A)) SUNUNOIIY 9T, U] Jo 3uay (7403) § IW0[1 - [ DNIIN(IOOJV :®aay po3lqng

46




() uonesnpy 192180 (qOH) WwowdoaA3d Puv yimolD seumg (SO) SAPMS 40D (SD) SIS uonearunuwmo) (ST) SIHS Sulures] (OV1) payro pue
pauslEL {(INO) 0uepng {(FDIW) IR 19pusy [Eru[n)-mn {(HOEL) £F0[0uyas, ((VIGHW) SIPIS uonrpuuogu eIpIW (TYIOAdS) Boneonpy feradsg (S LOH) SIIPS Supquiyy, 19p10 JOY3IH

“S[Ifs Sununesoe pazirndwios snunue)
1apdeyo s1yl Ul peonNponUl swI) UUNO2de AN Augad
-suoneIodios
salpnyg ase) ‘Sutues] aanersdoo) paY Aporqod 10§ ssuswaiess [erotewy aredaig
‘sjaafoid priom 1esy ‘Futuonsand "SI2UMO O] STURLIRD
pUR UOLBAISS(() IoYdRa ], IS3] JO UONNGLISIP 31} PI0J2I 0] $3LNUS [ewnof sredaid
10 ‘d9H ‘SO ‘SO 1xdeyny ‘sazzind) pue maiasy 1idey)d *SJ01S9AUI suoneiodio)
SR AR suafqolq Jodey) ‘Supueisispup) ok 01 Y901S JO aNSSI 3y} pI0oal 0] SALNuS feumof aredaid PieH A19nd a3
“AOOW ‘HOAL 20y ‘sezzinb JUSWISSISSL-][OS UL} UQ "UOIIBZIURT IO SSSUISTL] 10} Sununosoy | Iy ‘T E 1€ ‘T
“VIA3W ‘SLOH S199YsIIoM pue sapinn Apnig widey) JO uuoy 91e10d109 34 Jo SINSLINOBIBYD AU} SqLIvsa(d -tz dadeys | ‘prz et ‘T T
soIpn]g ase)) ‘SUILIed] 9ANeISdo0)
‘spaloid piiop [eoy ‘Suiuonsand S[s Sununosoe pezundwios snunuo)
puE UOHBAIRS]() IoYoBa [, 1S3, *a1942 Sununoooe oty ut sdais oy aqLIosa(] uoselodio)
(OH ‘SO ‘S Jadeyyy ‘sazzind) pue marasy rpdey) *3auejeq (e1n Sursoo-isod e aredaig FuisipueyoIay B
‘9T ‘DVL ‘dIno stwafqolq Jmdey) ‘Surpuesispur) InoA "SJun0oow 193pa] [eIsuad o 0 SALUS SUIs0] 1504 | 10f (94D Funuroddy
IODW ‘HOHL ¥oo1D ‘sezzinb yuswissasse-J[os U} UD ‘uonerodios o Sunejduwro) TP LY TT
“VIAdW ‘SLOH sjeaysyIom pue sepinn Apnig widey) SuISIPUBYOIAWI B 0] SOLIUS BUISO[D SZI[UINO[ oz deyD | ‘Bz el ‘T T M
SUOISIAOLJ SJUIWSSISSY s2A1R[qQ e JX3], WoIJ WOrIS syJemyaudg
/suoisnjuy

K3ojounyo9) a[qe[ieae Jo uoeoijdde pue asn oy puejsiopu() 'z

uorteunojur yo1diur pue ss3001d 01 AS0[0UYDS) SN AOANDRIH '] ISYIRUYIUSY

-AS30j0uyd9) YSNOIY} UONBULIOJUT IZIHN PUE SSIIDE 3JEILI 0) MOY JO ISPIAMOWY JJLIISUOWIP [[}4 SJUSPIS 3 PIEPUELS
wonisod [aas[-Anjue ue je wuoyred o1 s|iys dojoasp pue AJuuepy 'z

sonIIqe pue sisaiequr jevosied ySnony sieoreo fepusiod AJnuep) 1| ISHleUIoUSq

-a8pojmomy pue s|ID|s [euonednado )eISHOWIP [[I4 SHWIPNIS i€ PIEPUE)S

sonpia yiom pooS Addy 'z

sjioys Sunyew uorsioap pue Surajos wiojqoid ‘vonEsUMUWOd dO[oAS( "] SYIRUR[OUSY

‘syirys Suidaay-qof azIun [IM s)uOpNIG 7 PIEPUE)S
SOI)IAIIOR pUE SINSSI PSJR|dk ssouisng a3euell 0] [[DfS PUE 33Pajmou] i} SSass0q '¢
spjousq pue souanbasuos purw ut Jurdesy ‘sad1oyd SNe ‘7

"HOIRULIOJUT [EIOUBUL]/SSOUIST] J1SB] SJRNSUOW(] "[  SyIeunydusg

“s[I{s pue saanpadoad ‘sajdouiid ssaursng asn [[IA spuapny§ i1 pIEpuEls

SINgIopas AT}y :10)ona3suy
SKEp £ - "010) SUISIPUCGIIAJA € 10J 9]0A,) SUNUNOIIY ST, 31u() Jo 3uay (7600) ¥ [} - [ DNILNI10JDV :eady 333fqng




paruafe] {{AIND) 2uepny (JOOW) Jrey Jopusn [ein)-inp {(HOAL) 4A8ojouyast (vIqd

(d0) uonesnpy 120123 {IOH) WAwdo[3A3(F pur YImolD uewmy {SD) s31pmg [BqoD {(SD) SIS ucnesunwwo) (ST SIS Surumea (DY L) payLo pue
D SIS uoneuuoyu] eIps {(TVIDEJS) uoneonpq [ewedg {SLOH) SIIDS Sunjuryf 19pigy 19y8iH

SIS Sununosoe paziIndurod anunio)
“Ioydeyo ST} Ur pasnponul sulla) SUNENOIR A1) U
saIpnis ase ‘Sunaea] aaneradoo) | “sa[npayos noneroasdasp aredarg
‘s190l014 praom feey ‘Suruonssngd) 'sjasse jue[d Jo uonjeioardop prosey
a0 pUE UOKEAIRSQQ Iaydea [ 1S9, ‘Jasse Jueld e Jo anfea j00q IU) UTWIANI
‘UDH ‘SD ‘s | 1eadey) ‘sazzing) pue marasy 1aidey) -syasse juejd Jo uoijeroasdep teak-fened aje[noe)
‘STOVL ‘dinD | swaiqold iedey) ‘Suipuelsispur) moA "s1asse Juejd Jo uonernaidap [enuue ae[nofe) ‘moneideada ¥
‘DD ‘HOAL | ¥9°YD “sezzinb juswissasse-3[os aUl] UQ -sjasse Juejd ojeroardap 01 posu 2y urejdxy pue siessy | ‘Ii¢‘ze‘1ic°TT
‘VIQZW ‘SLOH | S199ysyom pue saping Apnig seydey)) s3asse Jue|d Ajruap] wejd-¢z deyD | ‘1l e Tl
‘S[I§s Sununosoe pazuRndwod saunuo)
“1oydeya SIy) ur paonpeaiul sulia) Sununoade oYyl suye(
-a8e12A0 10 23m1IOYS
A1) pICO2] PUB “ISAC 10 UOYS SI YSBI ISYISUM SUIULIIS(]
“pun yses Anad e Furysiua[dal aziferuney
saIpryg ose)) ‘Sunues| sanerdoo) ‘sjuaWasIngsip yseo Anad prooal o} IssiSas yses Anad e a5y
‘sjoafold priom 1By “Burucnsand) "puny
pUE UOLBAISSAQ) JOYILS T, 1S9 ysea Anad oy ysruajdes 03 uonismbai yseos Anad e asedoig
{aoH ‘SO ‘SD 101dey) ‘sazzing) pue maiaay 1adey)n ‘puny yses Anad v Smuedo szippumor spunj ysed-zz
‘STOVL ‘AInND | swojqord dey) Surpuelsiopup) Jnok ‘puny yses Aned e ysius(das pue usdg Iaydeyy-sampacolg
‘IDDI ‘HOAL | ¥2oyD ‘sezzinb juswssasse-Jjas aul] uQ | -Aep sssuisng yoes siamelp J9)s1321 YSeD S} Ul [Sed o1} 2401 [e1o9dg 1oy TFIF ‘T
“VIAQ9dW ‘SLOH s199ysyIom pue sapingy Apnig Iadey) ‘punj o3ueyD B YSI[qeISI 0] ANUD 23 p1023Y | SUNUN0IOY-§ LINM | ‘L2 eI ‘T1 “1°1 0
SUOISIACLJ S)UAWSSISSY saanaiqQ eonu) JXA], WO} U0 | SHIBEWGIuIg ~
jsuoisnjuy
ASoouyoay a[qe[ieAe jJo uoneosijdde pue asn oy} pueisiopu(} ‘7
uoryeuriojul jordiojul pue ss9001d 03 AZo[ouyo9) asn AjeANOIH (] Sylewyoudg

*Ado{ourdd) }SNoay) UOIJEULIOUI IZI[YN PUE SSIIVE 3JEII 0] MOY JO ITPI[MOUY BIJSUGUIIP [[IM SHUIPNIS ¥ PIEPUEIS
uonisod [9Aa9]-Anuo ue je wuojiad 03 s[[ys dojoasp pue AJijuep] ‘g

senIqe pue sjsaru [euosiod ySnony swares jenusjod AJnusp ' SyJeuwnjousg

*agpajmouny| pue s[Iys jeuonednado 3)L)SROWIP {[IM SJUIPN)S ¢ plepuels
soryye ydom pood A[ddy -7

S[[13{S Suryew UoIsIOop pue FulAjos wojqod ‘uoneowunwwod dofeas( [  SyIRWYdULg

sfivys Sutdaay-qof azin [|is spuspN)g 17 parepuE)s
SOHIAIJOR PUR SINSSI Paje]al SSoUlsng 98eueUl 0} [[IS pue 93pajmouy| sy} $s9s50J €
syyousq pue souenbasuos purwr ur Jurdesy ‘saotoyd oNeIA "7

"UOIJBULIOJUT [RIOUBULJ/SSOUISN] ISBq 9JRNSUOWI(] [  :SyIeunjousg

*S)inys pue saanpadead ‘sopdourid ssauisng Isn [[IM S)UIPNIS ] PIEPUE)S

m.mﬂn—uoﬁom E.mz uhowuzhwmﬁﬂ
S - | ONIINNIOJJV eaay palqng

SABD G¢ - 2InpadoI] [e1dads I0] SUNUNCIdY :JIu() Jo duary




{2D) uopeonpy 12a1e)) (D) WAWdo[2A3( PUB YimolD) uewny] (SO} SAPMS [2q0[D {(SD) SIS Uoneswunwo) (ST} siiS Jurrea (DY) psytD pue
pauaE], (IO} 2ULPINY (IOIW) ied 9pUSD [ImInD-HINN {(HOAL) A3opouyos | {VIQAIN) SIIBIS UCHBULIGJU] BIPS (' TVIDAAS) uoneonpy [ewads {(SLOH) SIS SuDUIY] $3pIQ JoUBIH

-A30[ougd9) YSNOo1Y) UOHEULIOFUT IZI[N PUE SSIIIE IJEIAI 0] MOY JO IFPI[MOWY] E.ISUOWIP [[IA SJUIPN)S i} pIEpuElS

uonsod [aas[-Anue ue e uogiad o1 s[[iys dojaasp pue AJuuap] ‘7

salpnig ase) ‘Buruies| aaneiedoo)
‘s109[01g pilom [BaY ‘Buuonseny)
PUE UCTIBAISS(() I2UOBI] 1S9 "S3LIOIUOALL PIOJA] PUR N0 AJOJUSAUL [eaIsAYd v 33e ],
40 ‘aDH ‘SO ‘SO Indey) ‘sazzing) pue maiasy 1adey) "WIAISAS AI0)UIAUI
‘ST ‘OVL ‘Ao swajqolq Iaydey)) ‘Surpuejsiopu} mok | [emadiad  pue oipoLiad € uasm1ag 90UIIFJEp Ay urejdxy el 4
‘ADOW ‘HOEL ooy ‘sozzinb juowssasse-y1as sul] GO 'SpIooal SOUIOJUBAL] | ‘Tl “Z:E “1:€ ‘TZ
“VIAdW ‘SLOH s19aYs}Iom pue saping Apmg 1oidey) | K1ojusaul sjenooe Jurrelnnem yo soueysodurt sy uiejdxy ~czodeyDy | ‘iz €1 T I
“S[[I3{S SUIIINO0IJE PAZLIAINduWos anunjio))
-191deyo SIJ} Ul POORPONUI SWIS] FUENOIDE ) U3
-asuadxs
SIUNGOOE I[QIII[[O2UN IJBULISS O} SPOIIAW 0M] IGLIIS(]
1o
uamtim A[Snolsard JUNoIde Uv Jo UOLI09[[02 S plooay
. ‘SIUNOIE
sarpnig ase) ‘Suruies| saneIadoo) 2]QII0S[}OoUN PICIAE 0} POYIILL 2JURMOY[B S4F 3S[)
‘syoalo1g priopy Tesy “Bumuonsangd) *$JUNOIoE 2jqnoa[ooun 10 Anua Sunsnipe ue ayeN
pUE UOLBAISSQQ) SOUIL Y, 1S9, -asuadxa s3qop peq 2enafe)
{dDH ‘SD ‘SO mydey) ‘sazzingd) pue maiasy Jaydey) "SJUNCOOE
‘ST ‘OV.L ‘dinD swiajqold 19yder) ‘Surpuelsiepuy) oA 2[qUID9[[0oUN JOJ OIS JJO-1LIM JORIIP JY] aS[] | S[GBAISIFY SIUNOIDY
“I00W ‘HDOAL Yooy ‘sazzinb JuswIssasse-J]3S aulf UQ '9[qEAIS02] SJUNOJIT S[qUISI[[OOUN SUILLINS(] aques[jodun Tr 17 ‘TT
“YVIGAW ‘S1OH $199s10Mm pue sopmgy Apmg xedey) | “SIUN099E 2[qNIIN|OOUN JJO S)Lim 0] Pasn spoylaur urepdxy -z ldey) | 1T ETICTET o
SUOISIAOLJ S)UIWSSISSY saanalqQ eI JX3 ], W0} UonRg SYIBWYIUIg <+
jsuoisnjuy
A3ojouyoe) ojqejteae Jo uonesijdde pue osn oy} pueisepu( g
uotreurroyur Jo1disym pue ssa00xd 03 ASojouyoal asn A[PANOSYY ([ syFewyouag

senI[Iqe pue sjsa1oiul [euosiad y3noiy) s1eares [enusjod AJnuspy (| syIewyousyg

-agpamomyj pue s[nYs [euoednado ANENSUOWIP [[IM SITIPNYS € plepuEls
So1e Iom pood Ajddy -z

S{{ys Sunyew uoIsIoap pue Suajos wejqoxd ‘uoneolunuwiod do[oAs( [  Sylewigousqg

*S{s Surdaay-qof 3zIun A4 HHBIPNIS 17 PIBPUE)S
SOIIANIOL PUE SANSSI Paje[al ssauisng aSeueul 0] [[IS pue IZps[mouy| Y3 ssassod "¢
sjjausq pue souenbesuoo purtu ur Surdesy ‘sasioys ey 7

“TOLPULIOJUT [BIOURTI)/SSOUIST J1SBQ 0JeljSUOWIS(] "]  :SyJewyousg

*S[IYS pue saanpddoad ‘sapdiourid ssouisng asn [[im s1U3IpNIS | pIBpuElS

TIPS ATEJA :I0JIRISUY
(00} ¢ Jmuf) - I ONILNNODIY 8V 193[qng

SABp G¢ - 2INpaool [e10adS 10] SUNUNGIIY :)16[) JO §ISuar]




(qD) uonednpy 1981 {(GOH) 1Wowdo[a43(] PUB YimoID UeWNK {(SO) SAPMS [eqolD) ((SD) SIS uonestunurwo) (S s[iS Surureay (v L) peyID pue
pajasie], {(aIno) ueping {JODN) Mef lapusny [erm[n)-uinpy (HId.L) £3o[0ugos L {VIATI) SIS uonewopu] Bipsy {(Tv1DddS) uoneonpy jeraadg GSE S{INS Sunjury ], 12p1Q 1YSIy

saipnig ase)) ‘Suruwes | saneradooy
‘s1oeloid pHom [89Y ‘Suiuonsang)
ple UONEBAIISQQ Joydea ], ‘1S9

“S[1¥s Sununosoe pazuRInduIod snupuo)

-Ioydeyo s1yy U1 pasnponul swig) SunuNoddE ) SUIFSE
"3[qBAI2021 SI0U FUIAJOAUL SUOIJOBSURI] SZI[RLLINO[
-2]qeAed s2j0U FUA[oAUT SUOMZRSURY) SZI[RLLINOY

({DH ‘SO ‘SO Jedey) ‘sozzing) pue maiady sadey) *$310U SULIB9G-1SIIUI
‘STOV.L ‘AinD su[qoid Idey) ‘Surpueisiopun) mok | -uocu pue 3ULIEG-1SOIMI UM USIJIP o) ure[dxy QIqRAIIYY
‘AODI ‘HDAL Nosy)) ‘sazzimb JUSUISSASSE-JIaS JUI[ UQ | '9[QBAISIA $310U pue sfqedrd sa10U pI0dar pue sie|ndfe) pue 2[qeied TV 1Y T
‘VIgadW ‘SLOH S}AYSYIOM pUR sapinn Apnyg Isrdey) -so10u Alosstwaoxd asn sessoursng moy utejdxyg so1oN-9z Ja1deyD | ‘iz ST ‘T T

*19ydeyo ST} Ul pasnpojul SWS) SUUnodde sif) suysg
"UISIJBAIOSUOD

pue Asuajsisuos jo safdisurid Surpunoose oy wepdxyg
*9[n1 133JeW-10-}S09-JO

-19m0[ 211 Sursn £10JU9AUT SSIPULYDIOW O} an[eA B uissy
*Spoyjatl 1500 aeloAe pojySiam pue o

saTpm§ ase)) ‘Sunres] saneladoo)
‘syoolord pHoA [e9Y ‘Suiuonsand)

PUE UONJBAIIS(() 19YoBa], IS8
1sdey) ‘sazzin) pue maiady Jordey)
sura[qold 1e1dey) ‘Suipuelsiapt) Jnok

40 ‘dDH ‘SO ‘SO
‘ST1°OVL ‘AINd

JOONW ‘HOAL NoYD ‘sozzZInb JuaWSSaSSE-}{as Ul UD “n0-1SHJ ‘UI-1Se] (IN0-1SIy ‘uI-siyy ‘UcneIuap! sijidads SOLIOIUAAUY | “Tiy ‘7€ “1:€ “T°T
“YIG9W ‘SLOH S199s}Iom pUE sapInD Apmas rodeyn 21 Sursn A10JUSAUL SSIPURI2ISIL JO 1SO0 ) SUISIC] ~cz1adeyD | EiZCT TL TN
SUOISIA0LJ S)UIWSSISS Y seAanRlqO eonua) 1X3 ], WI0JJ U0 SYJeuIouagyg
/suosnjuag
AZo[ouyoe) 2[qelieae Jo uonedsidde pue osn sy purisiopun) ‘g
uonjeuLofm J0idrajur pue ssa001d 01 AFo[ouyd9) asn A[SANDIYIH ‘[ SHIRWYDIUIE

*ASo[0ug29} YSno11) HONBULIOJUI IZIIN PUE SSIIIE 3JBIID 0} MOV JO IFPI[A0UY NLIISUCWIP [[IM SHUIPN)S :f pIEpuUE)S
uonisod jaAsj-Anuo ue je wroyred o3 sfIns dojoasp pue AJnuep] ‘7

ssnIIqe pue sjsa1ul [euosiad ySnoiys sisares jenusjod Ayusp] "1 syIeUIUSg

agpo[somwy] pue s[inys [euonednddo IJLI)STONIIP [[IM SHUIPN)S € paepuely
soiy1o y1om poo3 Ajddy -z

s[1ys Sunjew uorsoap pue Juiajos wojqold ‘voneswmnuwods dojsAs( "[  SyIRUIOUSE

"S[IPYs Sutdasy-qol azInn [[Ia s)uIPMS T prepuelg
SOHIAI)OE pUR SINSSI Paje[ol SSouIsng oFeurul 0] [[IS PUB IZPS[mouy oY) SSasso] "¢
sjjousq pue aousnbasuos purw ur Swmdasy ‘92102 R T

“UOHJBIIOJUI [RISURUL)/SSSUISNG JISBq BASUOWS( ']  :SYHewyduag

*S[INs pue saanpadoad ‘sapdiourid ssouisng asn {[Ia SHUIPNIS 1] pABPUB)S

SINGISPaS AIB[A :10)ONI)SU]
(7603) $IW[] - [ ODNIINIODDV :#aay 13[qng

SKEp G§ - 2Ipa001] [erads 10f SUNUN0oJY () Jo qIsua|

50




(3D} voneonpq 12r) {OH) WwawdoAs( pue YPmoln uewny (D) SAIprg [BGO[D) (S SIPIS uoresunuiwo) (S T) SIS Surures] OV L) oyl pue
pawaie ] {qIND) ouepmg (IOAD e 19pusn [rImmn)-nmy {HI31) £8ojouyaa] {vIIHIA) SIIDS uoneuLor] RIpaly {(TVIDHdS) uoneanpy [eads (S LOH) SIS Subjur|] 1opIQ 19Y3TH

"S[[I3S Sununosse pazilandikos anunuo))
sorpnig ase)) ‘Suruies] aanersdoo) “121deyd SIy Ul pLOnNponUl Sulia) Sulunosde sY) Suag
‘s1oafo1d pHIoA [89Y ‘Smuonsand) ‘diysioupred e a1epinbi] 01 Anue [eul] oyl aredard
pUR BOIBAIISQQ) 19UoRa], 1S9, ‘sureS vonepinby diysiounred 10f Junosoy :
and ‘so ‘sD 1mdey) ‘sezzind) pue marasy Iadey) "sassof uonepnbr diysroupred oy mozoy diysioueg
‘ST ‘OV.L ‘dinoD ‘sts[qold Isdey) ‘Surpue)siapuy) JnoA "193Ys 2oueleq e Jo uonoas Anbyg s Jsuped oy aredarg ® JO uonepinbr
“IDOW “HOAL ¥oou) ‘sazzinb Juswissasse-Jjas sUIj U . “Ajinba s 1omred w sofueyo Jo juamwalels e asedard puE SUSWINE]IS T LY ‘TT
“VIQIW ‘SLOH ‘s19aysylom pue sapmg) Apmig 191dey) -diys1euyied ® Ioj Juswae)s sutoowt ue sledasd | [eourul-gz wdeyDd | 1:7 1 ‘T B
"S[[D[S Sununoode pazrenduios snunue)
-19)deya 1) U paonponul SUL SUNUNOIE Y} LI
sa1pnIg ase)) ‘Surrea] saneisdoo) "SpoYIowI
‘s10alo1d prom 1oy “Sumuonssnd) wersinp Aq sisuped oy} o sassof pue syjord ajesof[y
pUE UOIJBAIISGQ 12YoBa], 1S3 ] "S[eMBIPYIM S Jouped I0] JUNO3OY sdiysioupie
(oH ‘SO ‘SO 1dey) ‘sezzing) pue marasy dey) -digsioupied » W s)UoMSOAU] JO JUN0OIDY 01 BonONpORUY
‘ST ‘OvL ‘dIinD ‘surajqoad 1mdey) ‘Surpuesiopup Mok -digssouyed -1z =dey)

SIDDW “HOAL }00Y) ‘sozZInb JuotUsSsasse-J[oS AUI UQ | © M PIAJOAUT SUGTOUN] SUNUNOIE SNOLIBA 9} AJUSP] sordo ], Sununodoy TF Iy TT
‘VIGdW ‘SLOH S]o9YS}I0M pue sapIng Apmig Jadey) “diysiounied e jo sonsialEIRYd 311 AJ1UAp] [BUOLIPPY-9 MUY | “I:Z €1 °T1 I'1
SUOISIA0L ] SHUINISSISSY saanaalqQ eonL) IX3], wmody woidg | sysewygoudyg

jsuorsnjuy
A3ojouyoa; o[qe[rear Jo uonesijdde pue ssn oY) puRISIopU(] ‘7
woneuLoyui Joxdisyun pue ssoooid o} A3010UY03) ISN A[OANOSNH (1 SYIRWYOUSY

*ASo[out]d93 qSno.Ly) aoNBULIOJU] IZIIN PUE SSIIIB 3JBIII 0] A0 JO IZPIMOUY IJELSTOMIP [[IM SIUIPN]S i PIEPUELS

SKEp ¢ - SOIdO], SUNUNO30Y [eUonIppy )H() JO [ISud]

uonisod jaas]-Anus ue ye uojad 03 s|Inys dojaasp pue AJIuop] 7

saniiqe pue s)sa191u1 [euosiad ySnoayy s1aares euusjod AJnuspy '|

Srewyousg

*a3po[Mouy PUE S|INYS [eUoNBdNII0 IJRIISUOWIP [[IA SIUIPN)S € piepuels

SOIIS y10m pood Addy 7
SIS Sunyew uorsiosp pue Surajos wajqosd ‘vonesunuwiod dojass( °|

“s[Inys Surdaay-qof azijun [ SHE3PMS T prepusysy

SOINAILOR PUE SINSSI Paje[al SSouIsnq adeuew 0 [[D[S pue 33pajmouy aU) Ssassod ‘¢

spjousq pue 2susnbasuoo purw ur Furdesy ‘ses10Yd oxe ‘7

"UOIJRULIOJU] [RISUBULJ/SSIUISNY JISeq JeNSUOWd( ' |

SyTewyousg

SIS pue saanpadoad ‘sapdourid ssauisnq asm [[im syaapnyg | pigpuels

BINQISPaS ATE]A :I0JINIISU]

9 1uf] - I DNILNNODOV :8aly 122lqng

Syeurgousg

51




(3D) uoneonpy 1991e) {(OH) Juswdo[A pue YmolD uewny (SH) s1pmg [eqold {(SI) SIS uonedunwmo) {ST) SIS Surwes (VL) poyin pue
pawse] {(QInD) 2owepmg {(JDIN) MR 13puas [pIud-nnp {(HOAL) £30[ouyda], {YIQaN) SIINS uoneuuoju] eipay (TVIDHds) vonednpd ferads (STOH) SIS SUDUIYL 19pIQ Y31
‘1oydeys s1y; ur paonponul Swi9) UNUNOIIL ) SU

10V A9[X()-Soueqleg siyi oquIsa(q
-uorssejoid oy JoJ SO1IYS Jo
seIpnyg ase)) ‘Suruies| sanersdoor | sapoo ysijqesss ey suoneziuedio Fununoose ayy AJNUspl

spslold pliom [eoy A0[[o]

‘Smuonsang) pue UoNeAIRSqQ IDUYdeI L 0} pa1oadxa s1 Juepunosse ue sa[diourid Aoy oy uiejdxg

1831, Jadey) ‘sazzind) "£19100S puUE ‘sassallisng

(IoH ‘SO ‘S pue ma1Aey Iaidey) ‘swaqold dey) ‘S[ENPIAIPUI §]IJaUaq I0IABY] [BIII MOY SSTOSI(]

‘ST ‘OVL ‘dinD Supuejsiopur) mek "SOIj}S SSSUISNA U JUBIUNOOOE SY) JO 310J 9y AJNUP]

ADON ‘HOAL oo ‘sazzinb juswissasse-§1as oUi[ U “SIIIS SSauUIshq jo syusucdwod ayy aqLIIsag Sununoaoy v v e

‘VIQIW ‘S1OH ‘syoaysspiom pue sepmo Apmyg sandey) "solyse Jo Surueou s wrefdxy | W sonpg-6g JaadeyD | ‘1 e T I ™
SWOISIAOXJ S)UIUISSISSY saAn3lqQ (eanLL) X3 [, Mi0Jd) UonI9g SHJIRWYIUdY 0

Jsuorsnjuy

ASofounyaa) aqereae jo uoneorjdde pue asn sy} puelsIopun ‘g

uonewoyur 3eidisyur pue sssoold 01 AJojouyosy asn A[sAndegy ‘1 SyRUIYOUSY

*A30[0und9} YSN0.AY) WORULIOJUT JZI[IIN PUE SSIDVE IJLAII 0] MOT] JO ISPIMOUY HRI)SUOWIP [[IM SJUIpNIS iy piepue)s
uonisod [9As[-Anue ue je wirojiad 0 syyys dojoasp pue AJnuspl ‘7

sonI[Iqe pue sjsaIo)ur feuosiad Y3nody s1oores fenuajod Ajuop] 1 isylewyousg

*aSpojmomy pue S[[Rs {euonednade LNSUOWIP [[IM SJUIPNIS ¢ pLBpuUL)S
sony1o yiom pood Alddy -z

s{jiys Sunjew uoisioop pue Suiajes wejqoud ‘voneotunwiniod dojoAs( "] Sydeunjoueg

s[nis Surdaay-qof szIjyn [[1m spudpmIS 7 pIepuels
SONIAIIOR PUR SONSSI pare]al ssauisng aFeurul 03 IS pue 33po[mouy oy} SSaSs0q "¢
s)jouaq pue sousnbosuos purur ur Swmdooy ‘sodoroyo oNeW ‘7

"UOIJBULIOJU] [BISUBULJ/SSOUISNG JISBq SJBIISUCWID(] ']  :SyFewpuag

*SI{PYS pue saanpadsoad ‘sojddurid ss3uisng 3sn L4 s)uapnls ;| pIepuL)g

INGISOPAS AIBJA] :10)9NI)SU]
SKEP £ - 50100, SUNUNO000Y [PUOHIPPY :HU[) Jo ySuar] ‘ (7003) G 11 - [ DNIINNIOJOV 12V 393(qng




STANDARDS AND BENCHMARKS

KEYBOARDING

Standard 1: Students will use business principles, procedures and skills.
Benchmarks: 1. Demonstrate basic business/financial information.
2. Make choices keeping in mind consequences and benefits.
3. Possess the knowledge and skill to manage business related issues and activities.
4. Identify the main parts of the keyboard
5. Demonstrate correct technique for touch control of alphabetic, numeric and symbol
Keys
6. Use home row and proper spacing
7. Demonstrate correct posture, hand position, and finger curvature
8. Keys from straight or handwritten copy, arranged or unarranged materials and rough
draft material containing proofreader’s marks

Standard 2: Students will utilize job keeping skills.
Benchmarks: 1. Develop communication, problem-solving and decision making skills.
2. Applies good work ethics.
3. Behaves appropriately while using keyboarding equipment
4. Demonstrates proper storage of projects
5. Understand the operation of computers and printers
6. Practices proper care of computer equipment.

Standard 3: Students will demonstrate occupational skills and knowledge.
Benchmarks: 1. Students will identify potential careers through personal interests and abilities
2. Identify and develop skills to perform at an entry level position.

Standard 4: Students will demonstrate knowledge of how to create access and utilize information
through Technology.
Benchmarks: 1. Effectively use technology to process and interpret information.
2. Understand the use and application of available technology
3. Produce and distribute letter styles and punctuation styles in business letters
4. Produce envelopes according to US Postal service.
5. Produce and distribute various styles of memorandums
6. Apply mailability standards to document placement
7. Keys and formats single- and multi-page reports.
8. Edit and format documents from unchanged material
9. Proofread and correct grammar, format, spelling and punctuation.
10. Show improvement in speed and accuracy through weekly timed writings
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COURSE OUTLINE~---- KEYBOARDING/EXPLORE

L ORIENTATION
A. Course Rationale
B. Teacher expectation/Classroom Procedures/Grading Scale

IL Level 1-Developing Keyboarding Skills
A. Module 1-Alphabetic Keys
1. Keyboarding Assessment/Placement
B. Module 2-Figure and Symbol Keys

III. Level 2-Word Processing Document Design
| ‘ A Module 3-Word 2007 Basics
1. Text Formats
2 Paragraph Formats
3 Page Formats
4 Navigate & Review Documents
5 Assessment
Module 4-Memos, E-mail, and Letters
1 Memos & Electronic mail
2 Block Letter Format
3 Modified Block Letter Format & Envelope
4 Review Document Formats
5 Assessment
Module 5-Reports
1 Unbound Report with Cover Page
2 Leftbound Report
3 Multiple-Page Report
4 Internal Citations and Reference Page
5 Report with Footnotes
6 Traditional Report
7. Assessment
Module 6-Create Tables
1. Create Tables
2 Table Tools Layout
3 Change Table Structure
4 Table Tools Design
5 Assessment
Module 7-Review and Edit Documents
1 Customize word and Edit Documents
2 Document Themes and Templates
3 Edit Memos and E-mail
4 Edit Letters
5 Edit Tables
6 Edit Reports
7. Assessment
Module 8-Graphics and Newsletters
1 SmartArt, Shapes and Clip Art
2 Format Test Graphically
3 Design Newsletters
4 Design Advanced Newsletters
5 Assessment
Module 9-TruAcc, Inc.
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