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The SQSP Handbook provides guidelines for the completion and submittal of the
State Quality Service Plan (referred to as the SQSP or the State Plan) for the
Unemployment Insurance (UI) program and the reports and data elements to be used
for financial reporting of state UI program activities. A. Background The
SQSP represents an approach to the UI performance management and planning
process that allows for an exchange of information between the Federal and state
partners to enhance the ability of the program to reflect their joint commitment
to performance excellence and client centered services. The statutory basis for
the SQSP is Title III, Section 302 of the Social Security Act, which authorizes
the Secretary of Labor to provide funds to administer the UI program and
Sections 303(a)(8) and (9) which govern the expenditure of those funds. States
submit budget worksheets and various assurances annually since funds for UI
operations are appropriated each year. The Department of Laboros (DOLzs) annual
budget request for state UI operations contains workload assumptions for which
the state must plan in order for the Secretary to carry out the responsibilities
under Section 303(a)(1) of the Social Security Act, which ensures full payment
of unemployment compensation when due. DOL issues financial planning targets
based on the budget request. States make plans based on such assumptions and
targets via this mechanism.As part of UI Performs, a comprehensive performance
management system for the UI program, the SQSP is the principal vehicle that the
state UI programs use to plan, record and manage improvement efforts as they
strive for excellence in service. UI Performs was officially announced in
August 1995. Unemployment Insurance Program Letter (UIPL) No. 41-95, dated
August 24, 1995, outlined a construct for a comprehensive performance management
system based on the following:a significantly improved data collection
infrastructure that provides more management information more frequently;
performance measures that include national core criterioned measures and a menu
of non-criterioned measures for states to use in measuring and improving their
program performance;a dynamic planning process that is state focused; anda goal
of continuous improvement with responsibility shared by both state and Federal
partners.UIPL No. 14-05, Changes to UI Performs, and its changes 1, 2, and 3,
outlined changes to UI Performs as a result of a review of the system. The
changes streamlined UI Performs by:reducing the number of measures for which
performance criteria are set to a few core measures;recognizing remaining
measures as management information with no set performance criteria; and
streamlining the SQSP narrative.The focus of this Handbook is to provide
specific guidance regarding the SQSP, which is the implementing document for the
performance management system described above. The State Plan is an integral
part of UI Performs. It is, therefore, critical to understand the broader
context in which the State Plan is developed. 1. The Continuous
Improvement Cycle. UI Performs embraces the continuous improvement cycle
advocated by quality practitioners which is commonly known as the oPlan-Do-
Check-Acto cycle. It also is referred to as a oclosed loopo continuous
improvement cycle. It incorporates a strategic planning process of identifying
priorities; ongoing collection and monitoring of valid data to measure
performance; identification of areas of potential improvement; and development
of specific action steps to improve performance, followed by use of available
data to determine whether the action steps are successful. The cycle continues
indefinitely with the opportunity at any point to reassess priorities,
performance, and action that can improve performance. 2. The Performance
Measurement System. The system includes both criterioned (Core Measures) and
non-criterioned (Management Information) measures. The Core Measures are
indicators of how well State Workforce Agencies (SWAs) perform critical
activities. Core Measures include Tax, Benefits, Appeals, Reemployment, and
Integrity measures. Management Information Measures provide additional insight
into UI program operations. 3. The Planning Process. UI Performs
emphasizes joint responsibility between states and the Employment and Training
Administration (ETA) for setting priorities and responding to performance
information both biannually and on an ongoing basis. The relationship between
the states and ETA will include the following shared responsibilities:continued
tracking and analysis of performance data;identification of Federal and state
priorities;development of planning directions;negotiation to determine
improvement levels; anddevelopment and implementation of strategies to maintain
acceptable performance.Accomplishing these ongoing responsibilities requires an



interactive and consultative process between states and ETA. 4. The
State Quality Service Plan. The State Plan is intended to be a dynamic document
that states can use as a management tool - much like a business plan - not only
to ensure strong program performance, but also to guide key management
decisions, such as where to focus resources. It should focus the statesno
efforts to ensure well-balanced performance across the range of UI activities.
The State Plan also is designed to be flexible to accommodate, among other
things, multi-year planning and significant changes in circumstances during the
planning cycle. Although it will be developed in cooperation with the Federal
partner, the State Plan is state-focused. The Federal role in the process is
designed to be constructive and supportive. Operationally, the State Plan also
serves as the programmatic plan portion of the grant document through which
states receive Federal UI administrative funding. To serve this purpose, the
state is required to submit budget worksheets and various assurances required 1in
the Federal grant agreement. The State Plan is designed to provide the structure
for recording the following kinds of information:responses to federally
identified priorities;performance assessment information;short and long term
strategies for achieving performance targets;corrective action plans (CAPs) for
failure to meet core performance criteria; andstate strategies for evaluating
customer satisfaction and gaining customer input to promote performance
excellence.States are required to submit the SQSP electronically and should
contact the Regional Office (RO) SQSP Coordinator prior to submittal to
coordinate specific details. B. Relationship/Coordination with Other Plans The
UI program does not stand alone. It is the wage replacement component of an
overarching effort to return a worker to suitable work. As such, the SQSP
should be developed in concert with other plans which also address the same
customer (such as the Wagner-Peyser and Workforce Investment Act plans) to
ensure a coordinated effort and minimal obstacles for the client in moving from
program to program. This coordination will most likely be apparent in the State
Plan Narrative portion of the SQSP. C. Partnership Principles The three
following principles form the basis for carrying out Federal and state
responsibilities under UI Performs and the SQSP planning process:Basing the
federal-state relationship on mutual trust and respect will improve the UI
system and its service to the American public;Working as equal partners with
complementary roles will improve the UI system's quality of service and its
integrity; andBy setting high standards and goals and working together as a
team, the system will be strengthened and the entire nation will benefit.The
following are examples of the actions and attitudes which are consistent with
these principles:Fostering a win-win relationship; advocating for and supporting
one another;Sharing credit, celebrating successes; Being willing to acknowledge
the existence of problems, and focus on fixing them instead of placing blame;
Mutually accepting responsibility for resolving problems and overcoming
deficiencies;Where there are differences between partnerscTrying to resolve
disputes equitably and fairly, being willing to compromise to achieve consensus;
andSeeking early, informal resolution;Fostering open, personal communication;
Clearly defining partner roles, rights and responsibilities;Engaging in joint
planning and influencing one another's priorities; Promoting innovation and
creativity;Jointly seeking input from customers;Sharing information and
resources;Recognizing the role and importance of other players at the state and
national levels; Asserting positive and friendly influence on partners to
improve performance; andPeriodically reviewing the principles and roles.D.
Planning Considerations This section provides information for states to use in
developing their SQSPs. 1. State Agency Resource Planning Targets for UI.

a. Financial Guidelines. States will prepare SQSPs according to financial
guidelines transmitted with target funding levels provided by the ROs.



b. Final Allocations. Final allocations may contain
increases or decreases from the target funding level, which may require some
revisions to submitted or approved State Plans. 2. State Flexibility. States
have the flexibility to use the total dollars approved by ETA among the various
UI program categories as they deem appropriate. However, for purposes of
determining certification of above-base funding for workload above the base, the
base staff year levels for claims activities as allocated by ETA will be used.
Note that this flexibility does not include special allocations which are
identified on a case-by-case basis. 3. State Financial Reporting System. ETA
does not prescribe the use of any specific accounting and reporting system by
the states. States are free to use any accounting system that meets the
standards for state grantee financial management systems prescribed by Federal
Regulations at 29 CFR 97.20. However, states must be able to report UI
financial information in the form and detail described in Chapter II of this
Handbook.E. OMB Approval OMB No.: 1205-0132 OMB Expiration Date:
10/31/2014 Estimated Average Response Time: 3.25 hoursOMB Burden
Statement: Public reporting burden for this collection will vary from state to
state, depending on the number of reports required, but will average 3.25 hours
per response. These reporting instructions have been approved under the
Paperwork reduction Act of 1995. Persons are not required to respond to this
collection of information unless it displays a valid OMB control number. Public
reporting burden for this collection of information includes the time for
reviewing instructions, searching existing data sources, gathering and
maintaining the data needed, and completing and reviewing the collection of
information. Submission is required to obtain or retain benefits under SSA
303(a)(6). Persons responding to this collection have no expectation of
confidentiality. Send comments regarding this burden estimate or any other
aspect of this collection of information, including suggestions for reducing
this burden, to the U.S. Department of Labor, Office of Unemployment Insurance,
Room S-4519, 200 Constitution Ave., NW, Washington, DC, 20210.
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I. INTRODUCTION Chapter I of the SQSP Handbook provides guidelines for the
completion and submittal of the state SQSP for the UI program and instructions
for the SBR process for extraordinary funding. ITI. OVERVIEW OF PROCESS While
the SQSP process is ongoing throughout the year, the formal plan submittal
occurs once every two years. The formal plan consists of the State Plan
Narrative, corrective action plans (CAPs), and the Integrity Action Plan (IAP).
Since funds for UI operations are appropriated each year, budget worksheets,
various assurances, and other items necessary for the Federal UI administrative
funding process, are submitted every year. Schedule. The significant
activities and dates relating to the submittal and subsequent approval of the
SQSP are estimated to be:Frequency#Activity#Approximate Date##Annual#National
Office (NO) issues Annual UIPL#May/June###NO send financial guidelines and
planning targets to statesStates submit SF 424, 424A (as necessary), 424B#lLate

June At RO request or with SQSP at the latest###
ROs notify states of SQSP approval#lLate September###R0s notify NO of approved
SQSPs #No later than September 25###NO Grant

Officer transmits UI Annual Funding Agreement to states for signature#Mid
September ###Execution of UI Annual Funding Agreement with first funding
increment#Early October###States submit UI-1 (UI Staff Hours)#October 1###States
electronically submit the SQSP Lite documents to ROs.#August/September per RO
requirement##Biannual#States electronically submit the formal SQSP to ROs.#
August/September per RO requirement## Annual SQSP UIPL. Each year, the SQSP
submittal will be initiated with the SQSP UIPL. States should carefully review
the annual UIPL. This letter will specify the dates relevant to the SQSP
process for the approaching fiscal year; summarize Federal Program Emphasis for
the year; and identify any special planning requirements in effect for the
fiscal year. It also will explain opportunities for increased, targeted funding
made available on an annual basis in the Presidentos budget if such
opportunities exist. Federal Program Emphasis. The Federal Program Emphasis
summarizes the primary areas in which the Federal partner will focus attention
and resources for the planning cycle. The DOL Strategic Plan and the annual DOL
Performance Budget form the basis for the Federal Program Emphasis. Required by
Congress under the Government Performance and Results Act (GPRA), the Federal
plans are an integral part of the Federal budget process. They establish
program performance goals and outcomes and identify strategies and performance
objectives to attain them. Accordingly, states will want to review the current
versions of these planning documents before developing their SQSPs. These
documents may be found under the oBudget, Performance & Planningo section of the
DOL webpage, # HYPERLINK "http://www.dol.gov/dol/aboutdol/main.htm"
#http://www.dol.gov/dol/aboutdol/main.htm#.Special Planning Requirements. Any
special planning considerations or requirements for the planning year will be
identified in the SQSP UIPL. Financial Guidelines and Planning Targets. Each
year the NO provides preliminary allocations, any special financial instructions
for the year, and submission deadlines. Performance Measures. UI Performs
incorporates two types of performance measures (Core and Management
Information). States are encouraged to routinely monitor performance data on
both Core and Management Information Measures and to achieve continuous
improvement in overall unemployment compensation performance by establishing
improvement targets for as many measures as possible.l1. Core (Criterioned)
Measures. Core Measures are those measures that are considered to be critical
indicators of the overall performance of the program. If acceptable levels of
performance (ALPs) for them are not met, it signals fundamental impairment in
program operations, and triggers corrective action planning. Core Measures are
comparable among SWAs and have ALP criteria assigned to them. SWAs are expected
to submit corrective action plans (CAPs) if performance falls below the ALPs.
See Appendix III, Performance Measures, for a list of the Core Measures and
associated criteria. 2. Management Information (Non-Criterioned) Measures.
Management Information Measures, like Core Measures, are routinely reported by
the state using Federal definitions found in ETA Handbook 401, but, with the
exception of the Secretaryos Standards#, have no nationally established Federal
criteria for determining the adequacy of the stateoms performance. Some
Management Information Measures are subsets or components of data included in
Core Measures, such as timeliness of Unemployment Compensation for ex-Service
Members (UCX) benefit payments, those claiming benefits on an interstate basis,



or the individual Tax Performance System (TPS) components of the tax quality
measure. These data alert state and Federal managers to performance issues that
could result in lower performance on Core Measures and are useful for
performance analysis. However, as provided in Federal UI law, the Secretary of
Labor retains full authority to address cases of conspicuously poor performance
in a state. Performance Assessment 1. Continuous Assessment. In the SQSP
process, both the Federal partner and the state will routinely access
performance data to monitor program performance and initiate corrective action
when warranted. CAPs are plans developed in response to data showing state
performance below the ALPs established for Core Measures. Also, if a stateos
performance in one or more Management Information Measures is so conspicuously
poor that a statems compliance with Federal law requirements is in question, DOL
would require corrective action. Although performance may be viewed at specific
points in time (e.g. monthly, quarterly, annually, etc.), each assessment
reviews performance over time and focuses not only on performance for the period
in question, but also on the trend of performance over the period reviewed
(e.g., was performance declining or improving, sustained or erratic).No less
than quarterly, states are expected to provide ROs with the status of each CAP.
2. Annual Assessment. An annual assessment will augment the ongoing continuous
improvement process, and will form the basis for corrective action planning for
the SQSP. This annual assessment will utilize the most recent 12 months of
performance data. For data reported monthly or quarterly, the assessment will
include the 12 months ending March 31 of each year. For data reported annually,
the assessment will be based on data reported for the most recent complete
calendar year (or other full 12-month period, per reporting requirements). ETA
will make all relevant data available to the states for SQSP purposes, but
states have continuous direct access to the data resident on the state SUN
computer system, or through the Office of Unemployment Insurance website at
http://www.ows.doleta.gov. Subsequent performance data that become available
during the plan development period (e.g., April, May, June data) should be
utilized to refine plans before final submission and approval.3. State/Regional
Negotiations. Before the SQSP is signed, states and regional administrators
must agree on the specific areas for which the state will submit and/or revise
CAPs and Narratives in the SQSP. These negotiations encompass performance below
the established criteria for Core Measures, Secretaryos Standards, and UI
Programs. CAPs are expected to be submitted if performance is unsatisfactory
and an effective plan is not already in place.State Plan Preparation. States
must prepare and transmit an SQSP in accordance with the instructions in this
Handbook and in the annual SQSP UIPL. The SQSP, with its CAPs and Narratives,
is the stateos formal plan and schedule for improving performance. An
acceptable SQSP must have state management approval and must authorize the
resources necessary to conduct the actions planned. SQSP Review and Approval.
ROs shall review SQSPs for completeness, and to make sure that they are in
accordance with the instructions and that they reflect negotiated agreements.
This review may result in the RO initiating additional discussion or obtaining
clarification. A plan that the regional administrator deems unsatisfactory,
i.e., failing to meet the requirements identified in this Handbook, shall be
returned to the state for revision without approval. III. CONTENT AND SUBMITTAL
OF SQSPContent of the SQSP. The biannual formal SQSP submittal must contain a
transmittal letter, State Plan Narrative, CAPs, UI Program Integrity Action
Plan, Budget Worksheets, Organizational Chart, and Signature Page. Annually,
the SQSP Lite submittal must contain a transmittal letter, Budget Worksheets,
Organizational Chart, Signature Page, CAPs for new performance deficiencies, and
required modifications to existing CAPs. Each element/document is described
below.Transmittal Letter. State administrators must prepare and send a cover
letter to the appropriate RO transmitting all the required SQSP documents. State
Plan Narrative. The State Plan Narrative is a vital element of the SQSP that
provides a vehicle for sharing with the Federal partner state-specific efforts
that affect the administration of the UI Program. The State Plan Narrative
allows the state to describe in a single narrative: a) state performance in
comparison to the GPRA goals; b) actions planned to correct deficiencies
regarding UI programs, UI program reviews and reporting requirements; and c)
results of customer satisfaction surveys (optional). Section

IV, State Plan Narrative, provides a detailed description and instructions for



the format and content of the Narrative. A sample outline of the State Plan
Narrative is contained in Appendix I.Corrective Action Plans. CAPs are expected
as a part of the SQSP when Statems annual performance does not meet the
criteria, specifically: Performance that did not meet ALPs for Core Measures for
the annual measurement period and remains uncorrected prior to the preparation
of the SQSP; Performance that did not meet the criteria for Secretaryos
Standards for the annual measurement period and remain uncorrected prior to the
preparation of the SQSP; UI program deficiencies as identified in the annual
SQSP UIPL; andUI program integrity.No CAPs will be required based on Management
Information Measures. However, if a stateos performance in one or more
Management Information Measures is so conspicuously poor that a stateos
compliance with Federal law requirements is in question, a CAP may be expected.
A sample of the CAP format is in Appendix I.UI Program Integrity Action Plan.
All states are required to complete the UI IAP, outlining the strategies the
state will undertake during the planning period regarding the prevention
reduction and recovery of UI improper payments. SWAs will use the UI IAP
template in Appendix I to describe planned activities to prevent, detect,
reduce, and recover improper UI payments. The description of the plan is in
Appendix V.Budget Worksheets. States must complete required budget forms and
plan for administration based on projected allocations received from the Federal
partner. All states must complete Worksheet UI-1 and SF 424, and SF 424B.

States must complete the SF 424A only if they vary the quarterly distribution of
base claims activity staff years.States must submit the Worksheets UI-1 by
October 1 of each year separately from the SQSP submittal. States must include
SF 424, SF 424A (if necessary), and SF 424B in the annual SQSP submittal, if not
submitted previously in August at the ROos request. Completion instructions and
facsimiles of these forms are in Appendix I.Organizational Chart. The state
must submit a new organizational chart if its organizational structure has
changed in the last year. This organization chart must conform to the
requirement for delivery of service through public employment offices, or such
other designated providers as the Secretary may authorize; show the state's
configuration from the Governor of the state down to the point of Employment
Service and UI customer service delivery; and provide sufficient detail to show
each organizational unit involved and the title of the unit manager.SQSP
Signhature Page. State administrators must sign and date the SQSP Signature Page
located in Appendix I. By signing the Signature Page, the state administrator
certifies that the state will comply with all the assurances and activities
contained in the SQSP guidelines.Submittal of the SQSP. States must submit the
SQSP to their RO by the date the Region has specified. The SQSP Content
Checklist located at the end of this chapter shows all the documents that
comprise the entire SQSP. States should use the Checklist when preparing the
SQSP to ensure that those documents appropriate to its plan are submitted, and
to minimize the potential for a delay in the approval and funding process.
Electronic transmittal of the SQSP is required in a format specified by the RO.
States must provide their RO with an original SQSP Signature Page; however,
states may submit the Signature Page electronically, if state law permits.IV.
STATE PLAN NARRATIVE Of necessity, states engage in a planning process and set
priorities for the coming two years . The State Plan Narrative provides a
vehicle for sharing the results of that process with the Federal partner. In
addition, it provides an opportunity to report on the integration and
coordination with other internal and external plans which serve the same client.
Description. The State Plan Narrative consists of a description of major
planning elements the state plans to focus on during the 2-year planning cycle.
The Narrative should be concise, as a more detailed discussion with RO staff
already may have occurred, or may occur as a follow-up. However, in order to
develop RO and NO support for its objectives, the state needs to provide a
minimum amount of information relative to the categories defined in a format
that allows for follow-up and tracking.Below are the components to be included
in the State Plan Narrative. These components should be addressed in a manner
that best describes the statecs direction and plans for 2 consecutive fiscal
years:The strategic direction the state has adopted to ensure continuous program
improvement, including the basis for the stateons choice of areas to emphasize in
the planning cycle, and the actions planned to support performance improvement
during the two years;Assessment of program performance in prior program years;



Responses to the Secretary of Laboros areas of program emphasis;State
performance in comparison to the GPRA goals for the U.S. Department of Labor;
Actions planned to correct the following types of deficiencies regarding UI
programs and reporting requirements including:Program Review Deficiencies.
Causes for failures to conduct required program reviews. Examples of such
program reviews include Federal programs (Unemployment Insurance for Federal
Employees (UCFE), UCX, etc.), BPC, Internal Security, UI Automation Support
Account (UIASA) monitoring, and State Audits. Program Deficiencies. Uncorrected
deficiencies identified during program reviews conducted by the state, or ETA.
Reporting Deficiencies. Failure to timely or accurately submit any federally-
required reports, including missing reports; monthly and quarterly reports
submitted late more than 50 percent of the time (7 of 12 months for monthly
reports; 3 of 4 quarters for quarterly reports); and annual reports submitted
late 3 consecutive years.



Information on the state strategy for evaluating customer satisfaction and
including customer input to promote continuous improvement; (optional)Stateos
specific requests for technical assistance from the Federal partner; and



Information on the stateos approach to maintaining solvency of the statecos
unemployment fund.Format and Instructions. A sample of the State Plan
Narrative outline is in Appendix I. The format is intended to provide states
flexibility in conveying their overall direction and emphasis while providing
for electronic transmittal. States are requested to address each area of the
outline, including entering N/A (Not Applicable) where appropriate.V.

CORRECTIVE ACTIONS PLANS Description. CAPs consist of a summary section,
milestones, and completion dates. CAPs should be completed and submitted
according to the format in Appendix I. States are expected to complete and
submit CAPs for the following:Performance Deficiencies. Performance that did
not meet criteria established for Secretaryos Standards and Core Measures for
the annual measurement period and remains uncorrected prior to the preparation
of the SQSP is considered deficient. CAPs for Secretaryos Standards and Core
Measures must be titled as listed in Appendix III.In many instances, performance
deficiencies will have been identified prior to the annual assessment with a CAP
already in existence to remedy the problem. Accordingly, the SQSP will not, in
many instances, result in the development of a new CAP unless progress on an
existing plan is not on target or does not adequately address milestones for the
plan cycle. Such CAPs (i.e., adequate, existing CAPs) will be incorporated into
the SQSP submission along with revised CAPs and CAPs addressing newly identified
deficiencies.UI Program Deficiencies. ETA will issue additional guidance to
address UI program deficiencies in the annual SQSP UIPL.Conspicuously Poor
Performance. If a stateos performance in one or more Management Information
Measures 1is so conspicuously poor that a stateos compliance with Federal law
requirements is in question, corrective action may be required. CAP Format
Completion. When developing a CAP for deficient performance, states should
complete all data elements in the prescribed format. A sample format is
contained in Appendix I. State.Federal Fiscal Year.Measure/Program Area.
Measures are listed in Appendix III.Performance Level. The state must indicate
the 12-month cumulative performance level it expects to achieve by each quarter
ending date. Summary. The summary section must address the items below:

a. Explain the reason(s) for the deficiency; b.
Provide a brief description of the actions/activities which will be undertaken
to improve performance. c. If a plan was in place the

previous fiscal year and performance has not improved as specified in the plan,
provide an explanation of why the actions contained in that plan were not
successful in improving performance, and an explanation of why the actions now
specified are expected to be more successful. d. Provide a
brief description of plans for monitoring and assessing accomplishment of
planned actions and for controlling quality after achieving performance goals.If
the desired improvement will not be accomplished by the end of the two
consecutive fiscal years for which the plan is submitted, the state should
provide a multi-year plan which must include: (1) an estimate of where
performance will be at the end of the 2-year planning cycle; (2) major actions
remaining to be taken in subsequent fiscal years; and (3) a projection as to
when the performance goal will be achieved.NOTE. Milestones should be concise
and should specify key actions to be accomplished throughout the planning period
to implement the state's proposals for achieving its corrective action goals.
States also may wish to identify performance milestones that reflect the
performance level they anticipate will result from completion of planned
activities.Milestones and Completion Dates. The state must list both specific
milestones (key corrective action or improvement activities) and the completion
date for each milestone in the space provided. Milestones must be established
for each element of the statems CAP and be of sufficient number and frequency to
facilitate state and regional plan oversight and assessment during the 2-year
cycle. It is anticipated that one or more milestones for each quarter would
permit such progress tracking and assessment during the planning cycle through
state and regional follow#up schedules.Assembly. CAPs must use the identical
labels and be arrayed in the same order in which they appear in the lists of
Measures (see Appendix III). UI Program Integrity Action Plan.Description. IAPs
must include root causes of UI improper payments, person(s) accountable for
reducing UI improper payments, strategies to address root causes and recovery of
improper payments, and a timeline. IAPs should be completed and submitted
according to the format in Appendix I. TIAP Format Completion. When developing



an IAP, states should complete all data elements in the prescribed format. A
sample format is contained in Appendix I. 1Instructions for completion on the
IAP are in Appendix V.VII. BUDGET WORKSHEETS AND INSTRUCTIONS This section
contains instructions states will need to follow to prepare resource requests
for administering the UI program during the fiscal year. Budget worksheets are
in Appendix I. Only two UI program operation worksheets (UI#1 and SF 424) are
required. State agencies must prepare and submit the UI#1 (via Unemployment
Insurance Required Reports (UIRR)) for staff hour estimates, and the SF 424 for
base level planning and supplemental grant requests. A. Worksheet UI#1, UI
Staff Hours. A facsimile of Worksheet UI-1 and associated form completion
instructions are found in Appendix I. These data are required for the
development of annual base planning targets. The UI-1 worksheet is due by
submission via the UIRR to the NO (Attn.: Office of Unemployment Insurance,
Division of Fiscal and Actuarial Services) by October 1 of each year. B. SF
424, Application for Federal Assistance. The regulation at 29 CFR 97.10
requires the use of the OMB Standard Form (SF) 424, Application for Federal
Assistance, or other forms approved by OMB under the Paperwork Reduction Act of
1995, for an application for grant funds by state grantees. ETA requires that
states use the SF 424 for submitting applications for UI base grants and SBRs.
The SF 424 must be filled out according to its instructions. 1.
Procedures for Submission. States must submit a separate SF 424 and SF 424B for
each request for base funding and each SBR. A separate SF 424A also may be
required as described in sub-paragraph 2.b. below. 1In addition, states which
submit SBRs must provide supporting justification and documentation. SF 424s
are due as requested, or with the SQSP at the latest, for base grants and
throughout the year as necessary for SBRs. 2. Form Completion
Instructions. States must follow the standard instructions in completing SFs
424, 424A and 424B; however, states are not required to complete all items on
the SF 424 and 424A. A facsimile of these forms and completion instructions are
found in Appendix I. The following are specific guidelines for completing SFs
424 and 424A. a. SF 424. States are not required to complete
Items 3, 4, 6, 9, 13, and 14 for base grants and SBRs. States must complete the
remaining items. 1In Item 2, all SBRs are considered to be revisions. 1In Item
12, the title of the project must refer to either the base grant or SBR title
and number. SBRs must be numbered sequentially within the fiscal year, e.g.,
00-1, 00-2, etc. b. SF 424A. States must complete Items 1, 6,
and 16 for SBRs. States are not required to complete this form for base grants,
unless they vary the number of base claims activity staff years paid by quarter;
states that do so must show the quarterly distribution in Item 23 (Remarks).C.
Supplemental Budget Requests (SBRs). The UI appropriation language authorizes
supplemental funding related to expenditures due to state law changes enacted
after the base allocation is provided. 1In addition, ETA may on occasion award
supplemental funds for specific items not funded in the base allocations.
States may submit SBRs for specific solicitations from DOL. 1.
Allowable/Unallowable Costs a. Allowable Costs. States may submit
SBRs only for one-time costs that are not a part of base or above base. SBR
funds may be used only for the purposes identified in the SBR and/or any
modifications to the original agreement approved by the grant officer.

b. Unallowable Costs. SBR funds may not be used for ongoing costs, such as
maintenance of software and hardware, or ongoing communications costs. #In
addition, SBRs may not be used to pay for salary increases, even when these
increases are caused by a law change. 2. Guidelines for Preparing SBR
Supporting Documentation. ETA will evaluate and approve all SBRs on the basis
of supporting documentation and the justification provided. Insufficient
justification may delay processing and result in partial or total disapproval of
the SBR. a. Supporting Documentation. SBRs may address a
variety of projects whose scope cannot be fully anticipated. At a minimum, the
SBR supporting documentation must contain the following five elements; however,
these guidelines will not perfectly fit every SBR. States should use them as a
starting point. 1) Summary. For larger projects, the
SBR should contain a summary (1-2 paragraphs) that explains what the funds will
accomplish. It should identify major capital expenditures, including hardware,
software, and telecommunications equipment; state

staff; contract staff; and other purchases. It should also state what the



final product or results will be when the funds have been expended.



2) Commitment to Complete Project. ETA cannot assure
the availability of future Federal supplemental funds. By applying for these
individual projects, the state is agreeing that the projects will be completed
with no additional Federal SBR funding. Applicants must agree to continue
efforts to complete the SBR project, and to supply any additional funds
necessary to complete the project in a timely manner. This assurance is
necessary to ensure that projects begun with Federal funds are not abandoned due
to a lack of additional Federal funding. 3) Schedule.
If the project activities have not been completed, the SBR must include a
projected schedule. The schedule should #provide the projected dates for
significant activities from start to completion. 4)
Amount of Funding Requested. The total dollar amount of the SBR must be
included. The costs of specific program modules or tasks must also be listed.
5) Description of the Proposed Fund Usage. The SBR must contain a full
description of how the funds are to be used and why the proposed expenditures
represent the best use of funds for the state. For each specific program module
or task, the SBR must include costs for: (a) Staff.
The request must identify both one-time state staff needs and contract staff
needs. Staff needs must include the type of position (e.g., program analysts),
the expected number of staff hours, and the projected hourly cost per position.
(1) State Staff. Staff costs are allowable but all personal services (PS) and
personal benefit (PB) expenses and time worked for the project must be
appropriately charged to the SBR. (2)
Contractor Staff. For contract staff, the state must supply documentation
including the estimated positions and hours, and the anticipated costs. States
electing to negotiate with the Information Technology Support Center (ITSC) or
other available sources for technical assistance must supply the same
information normally requested for all contract staff, including the type of
position, the expected staff hours, and the costs.



(b) Non-Personal Services (NPS). States may
identify itemized one-time state NPS needs or may calculate staff-related NPS
costs by formula. If not itemized in the SBR, staff-related NPS costs
(excluding data processing and other needs) must be based on the rates approved
for the current year's base allocation. (1)
Hardware, Software, and Telecommunications Equipment. This section must include
any hardware, software, and/or telecommunications equipment purchases that are a
part of the request. Descriptions must show that the sizing and capabilities of
the proposed purchases are appropriate for the state. States that receive SBR
funds for specific items, and subsequently determine that other items are more
suitable, may substitute those items if they submit an amendment to the SBR
documenting the appropriateness of the purchase, and ETA approves the
substitution. Substitutions must be in line with the overall goals of the
project.SBRs sometimes include requests for items covered under the definition
of automation acquisition in Chapter II. The obligation and expenditure periods
for these funds are longer than the periods for regular UI base and above base
funds. States must clearly identify automation acquisition items in the SBR.
(2) Travel. The request may include NPS travel costs; however, PS and PB costs
for staff while on travel are not allowable. (3)
Other. The request may include one-time costs for other activities, not
identified above, and anticipated to be obtained from vendors, such as telephone
companies, Internet service providers, and telecommunications providers.#

b. Additional Required Items for Law Change SBRs. SBRs for law

changes must contain the following information: 1) The
specific bill number of enactment, and effective date of law change.
2) Relevant provisions as an attachment. 3) Costs per

legislative provision and a narrative explaining why costs were or will be
incurred for each provision, e.g., implementing tax rate changes; increasing the
maximum benefit amount; or creating an alternative base period.

4) 1If a legislative provision benefits both UI and non-UI activities, the SBR
must contain a statement certifying that the request is consistent with the
stateos approved cost allocation plan and is only for costs which, under Federal
law, may be funded from UI grants. c. Supplementary Items.
Some SBRs are for large-scale, complex projects that may be accomplished over a
period of years. The following items are not required, but would be helpful in
the SBR evaluation process:



1) Use of Technology. If applicable, the request should
describe how the state will use technology in this project, including the
technical appropriateness of the hardware, software, and/or telecommunications
equipment for integration with the state's current operating systems.

2) Strategic Design. The SBR should include a description of the strategic
design of the project as evidence of a well-thought-out analysis of operations.#
3) Measurable Improvements Expected in UI Operations. The request should
identify the areas in which services could be improved through implementation of
the proposed project. Measurable improvements may include accomplishing
necessary work using fewer steps, doing work more quickly, incorporating work
steps which are not currently accomplished, or reducing the amount of error
which presently occurs in the work product. 4) Supporting
Materials. States may attach any additional materials which they believe will
enhance the content of the SBR.VIII. ASSURANCES The State administrator, by
signing the SQSP Signature Page, certifies that the state will comply with the
following assurances, and that the state will institute plans or measures to
comply with the following requirements. A facsimile of the Signature Page
appears in Appendix I. The assurances are identified and explained in
Paragraphs A. through K. below.A. Assurance of Equal Opportunity (EO). As a
condition to the award of financial assistance from ETA, the state must assure
that the operation of its program, and all agreements or arrangements to carry
out the programs for which assistance is awarded, will comply with the following
laws:Title VI of the Civil Rights Act of 1964, as amended;Sections 504 and
508(f) of the Rehabilitation Act of 1973, as amended;Age Discrimination Act
(ADA) of 1975, as amended,Section 188 of the Workforce Investment Act; andTitle
IX of the Education Amendments of 1972, as amendedFurther, the state must assure
that it will establish and adhere to Methods of Administration that give a
reasonable guarantee of compliance with the above equal opportunity and
nondiscrimination laws and regulations regarding the program services it
provides and in its employment practices. These Methods of Administration must,
at a minimum, include the following: 1. Designation of an Equal Opportunity
Officer. The state must designate a senior-level individual to coordinate its
EO responsibilities. The person designated must report to the top official on
equal opportunity and nondiscrimination matters and be assigned sufficient staff
and resources to ensure the capability to fulfill the agencyos equal opportunity
and nondiscrimination obligations. 2. Equal Opportunity Notice and
Communication. The state must take affirmative steps to prominently display the
Equal Opportunity is the Law poster in all of its facilities and inform
applicants for programs, participants, applicants for employment, and employees:
a. that the state does not discriminate in admission, access, treatment, or
employment; and b. of their right to file a complaint and how to do so.
Other than the Equal Opportunity is the Law poster, methods of notification of
this information may include placement of notices in offices and publication of
notices in newsletters, newspapers, or magazines. Assurances. The state must
develop and implement procedures for transferring nondiscrimination and EO
obligations in sub-contracts and sub-agreements. Universal Access. The state
must take appropriate steps to ensure that they are providing universal access
to their programs. These steps should include reasonable efforts to include
members of both sexes, various racial and ethnic groups, individuals with
disabilities and individuals in differing age groups.Compliance with Section
504. The state must take the necessary measures to ensure access to its
programs and facilities for persons with disabilities, as well as make certain
communication with persons with disabilities is as effective as that with
others.Data Collection and Recordkeeping. The state must collect such data and
maintain such records in accordance with procedures prescribed by the Director
of the U.S. Department of Laboros Civil Rights Center. These characteristics
data (e.g., race, sex, national origin, age, disability) are utilized to
determine whether the state and its local office are in compliance with Federal
nondiscrimination and equal opportunity statutes and regulations.Monitoring.

The state must establish a system for periodically monitoring the delivery of
program services for compliance.Discrimination Complaint Procedures. The state
must develop and follow procedures for handling complaints of discrimination
covering all of the regulations applicable to it as a recipient of Federal
financial assistance.Corrective Actions and Sanctions. The state must establish



procedures for taking prompt corrective action regarding any noncompliance
finding relating to the administration, management, and operation of its
programs and activities.



B. Assurance of Administrative Requirements and Allowable Cost Standards. The
State must comply with administrative requirements and cost principles
applicable to grants and cooperative agreements as specified in 20 CFR Part 601
(Administrative Procedure), 29 CFR Part 93 (Lobbying Prohibitions), 29 CFR Part
96 and Part 99 (Audit Requirements), 29 CFR Part 97 (Uniform Administrative
Requirements for Grants and Cooperative Agreements to State and Local
Governments), and OMB Circular A#87 (Revised), 2 CFR 225 (Cost Principles for
State, Local, and Indian Tribal Governments), and with administrative
requirements for debarment and suspension applicable to sub-grants or contracts
as specified in 29 CFR Part 98 (Debarment and Suspension). The state assures
that state staff will attend mandatory meetings and training sessions, or return
unused funds.States that have subawards to organizations covered by audit
requirements of 29 CFR Part 99 (Audit of States, Local Governments, and Non-
Profit Organizations) must (1) ensure that such subrecipients meet the
requirements of that circular, as applicable, and (2) resolve audit findings, if
any, resulting from such audits, relating to the UI program.The state also
assures that it will comply with the following specific administrative
requirements: 1. Administrative Requirements a.
Program Income. Program income is defined in 29 CFR 97.25 as gross income
received by a grantee or subgrantee directly generated by a grant supported
activity, or earned only as a result of the grant agreement during the grant
period. States may deduct costs incidental to the generation of UI program
income from gross income to determine net UI program income. UI program income
shall be added to the funds committed to the grant by ETA. The program income
must be used only as necessary for the proper and efficient administration of
the UI program. Any rental income or user fees obtained from real property or
equipment acquired with grant funds from prior awards shall be treated as
program income under this grant. b. Budget Changes. Except
as specified by terms of the specific grant award, ETA, in accordance with
regulations, waives the requirements in 29 CFR 97.30(c)(1)(ii) that states
obtain prior written approval for certain types of budget changes.

C. Real Property Acquired with Reed Act Funds. The requirements for real
property acquired with Reed Act or other non#Federal funds and amortized with UI
grants are in UIPL 39-97, dated September 12, 1997; 29 CFR 97.31, to the extent
amortized with UI grants; TEGL 7-04, Issues Related to Real Property Used for
ETA Program Purposes; and in TEGL 30-07, Transfers of Federal Equity in State
Real Property to the States, dated August 1, 2007. d.

Equipment Acquired with Reed Act Funds. The requirements for equipment acquired
with Reed Act or other non#Federal funds and amortized with UI grants are in
UIPL 39-97, and UIPL 39-97 Changes 1 and 2, and in 29 CFR 97.31, to the extent
amortized with UI grants.



e. Real Property, Equipment, and Supplies

1) Real property, equipment, and supplies acquired under prior awards are
transferred to this award and are subject to the relevant regulations at 29 CFR

Part 97. 2) For computer systems and all
associated components which were installed in states for the purpose of Regular
Reports, BAM, and other UI Activities, the requirements of 29 CFR Part 97 apply.
The NO reserves the right to transfer title and issue disposition instructions
in accordance with paragraph (g) of Federal regulations at 29 CFR 97.32. States
also will certify an inventory list of system components which will be

distributed annually by ETA. 2. Exceptions and Expansions to Cost
Principles. The following exceptions or expansions to the cost principles of
OMB Circular No. A#87 (Revised) are applicable to states: a.

Employee Fringe Benefits. As an exception to OMB Circular A-87 (Revised) with
respect to personnel benefit costs incurred on behalf of state employees who are
members of fringe benefit plans which do not meet the requirements of OMB
Circular No. A#87 (Revised), Attachment B, item 11, the costs of employer
contributions or expenses incurred for state fringe benefit plans are allowable,
provided that: 1) For retirement plans, all covered
employees joined the plan before October 1, 1983; the plan is authorized by
state law; the plan was previously approved by the Secretary; the plan is
insured by a private insurance carrier which is licensed to operate this type of
plan in the applicable state; and any dividends or similar credits because of
participation in the plan are credited against the next premium falling due
under the contract. 2) For all state fringe benefit plans
other than retirement plans, if the Secretary granted a time extension after
October 1, 1983, to the existing approval of such a plan, costs of the plan are
allowable until such time as the plan is comparable in cost and benefits to
fringe benefit plans available to other similarly employed state employees. At
such time as the cost and benefits of an approved fringe benefit plan are
equivalent to the cost and benefits of plans available to other similarly
employed state employees, the time extension will cease and the cited
requirements of OMB Circular A#87 (Revised) will apply.

3) For retirement plans and all other fringe benefit plans covered in (1) and
(2) of this paragraph, any additional costs resulting from improvements to the
plans made after October 1, 1983, are not chargeable to UI grant funds.



b. UI Claimant's Court Appeals Costs. To the extent
authorized by state law, funds may be expended for reasonable counsel fees and
necessary court costs, as fixed by the court, incurred by the claimant on

appeals to the courts in the following cases: 1) Any
court appeal from an administrative or judicial decision favorable in whole or
in part for the claimant; 2) Any court appeal by a

claimant from a decision which reverses a prior decision in his/her favor;

3) Any court appeal by a claimant from a decision denying or reducing benefits
awarded under a prior administrative or judicial decision;

4) Any court appeal as a result of which the claimant is awarded benefits;

5) Any court appeal by a claimant from a decision by a tribunal, board of

review, or court which was not unanimous; 6) Any court
appeal by a claimant where the court finds that a reasonable basis exists for
the appeal. C. Reed Act. Payment from the state's UI grant

allocations, made into a state's account in the Unemployment Trust Fund for the
purpose of reducing charges against Reed Act funds (Section 903(c)(2) of the
Social Security Act, as amended (42 U.S.C. 1103(c)(2)), are permitted provided
that the charges against the grant are allowable costs under OMB Circular A-87
and provided that 1) The charges against Reed Act funds
were for amounts appropriated, obligated, and expended for the acquisition of
automated data processing installations or for the acquisition or major
renovation of state-owned buildings, but not land; and 2)
With respect to each acquisition or improvement of property, the payments are
accounted for as credit against equivalent amounts of Reed Act funds previously
withdrawn under the respective appropriation. d. Prior
Approval of Equipment Purchases. As provided for in OMB Circular No. A#87
(Revised), Attachment B, item 19, the requirement that grant recipients obtain
prior approval from the Federal grantor agency for all purchases of equipment
(as defined in 29 CFR 97.31) is waived and approval authority is delegated to
the state administrator. e. Federal Cash Transaction Report. The state is
exempt from submission of the SF 272, Federal Transactions Report, and the SF
272A, Continuation Sheet, per 29 CFR 97.41 (c) discretion. C. Assurance of
Management Systems, Reporting, and Record Keeping. The state assures that:



1. Financial systems provide fiscal control and accounting procedures
sufficient to permit timely preparation of required reports, and the tracing of
funds to a level of expenditure adequate to establish that funds have not been
expended improperly (29 CFR 97.20). 2. The financial management
system and the program information system provide federally-required reports and
records that are uniform in definition, accessible to authorized Federal and
state staff, and verifiable for monitoring, reporting, audit, and evaluation
purposes. 3. It will submit reports to ETA as required in instructions
issued by ETA and in the format ETA prescribes. 4. It will retain all
financial and programmatic records, supporting documents, and other required
records at least three years as specified in 29 CFR 97.42(b). 5. The
financial management system provides for methods to ensure compliance with the
requirements applicable to procurement and grants as specified in 29 CFR Part 98
(Debarment and Suspension), and for obtaining the required certifications under
29 CFR 98.510(b) regarding debarment, suspension, ineligibility, and voluntary

exclusions for lower tier covered transactions.D. Assurance of Program
Quality. The state assures that it will administer the UI program in a manner
that ensures proper and efficient administration. "Proper and efficient

administration" includes performance measured by ETA through Core measures,
Management Information Measures (including Secretaryos Standards), program
reviews, and the administration of the UI program requirements. E. Assurance
on Use of Unobligated Funds. The state assures that non-automation funds will
be obligated by December 31 of the following fiscal year, and liquidated within
90 days thereafter. ETA may extend the liquidation date upon written request.
Automation funds must be obligated by end of the 3rd fiscal year, and liquidated
within 90 days thereafter. ETA may extend the liquidation date upon written
request. Failure to comply with this assurance may result in disallowed costs
from audits or review findings.Note. Travel costs for state agency personnel
are considered obligated when the travel is actually performed. F. Assurance
of Prohibition of Lobbying Costs. The state assures and certifies that, in
accordance with the DOL Appropriations Act(s), no UI grant funds will be used to
pay salaries or expenses related to any activity designed to influence
legislation or appropriations pending before the Congress of the United States.
(29 CFR Part 93) G. Drug-Free Workplace. The state assures and certifies that
it will comply with the requirements at this part. (29 CFR Part 98)Assurance of
Contingency Planning. The state must establish, effectively implement, and
maintain plans for emergency response, backup operations, and post-disaster
recovery for the UI systems to ensure the availability of critical information
resources and continuity of operations in emergency situations.The state assures
that, at a minimum, the following formally written and tested procedures of
Contingency Planning are in place:procedures for sustaining essential business
operations while recovering from a significant disruption.procedures and
capabilities for recovering information technology (IT) system, such as a major
application or general support system.procedures to facilitate recovery of
capabilities at an alternate site.procedures and capabilities to sustain an
organizationos essential, strategic functions at an alternate site for up to 30
days.procedures for recovering business operations immediately following a
disaster.procedures for disseminating status reports to personnel and the
public.strategies to detect, respond to, and limit consequences of malicious
cyber incident.procedures for minimizing loss of life or injury and protecting
property damage in response to a physical threat.The National Institute of
Standards and Technology (NIST) provides guidelines for IT Contingency Planning.
An overview of these guidelines is provided in Appendix IV. It is recommended
that the state follow state or departmental guidelines for business related
procedures, such as business continuity, continuity of operations, or business
recovery after a disaster.I. Assurance of Conformity and Compliance. The
state assures that the state law will conform to, and its administrative
practice will substantially comply with, all Federal UI law requirements, and
that it will adhere to DOL directives.J. Assurance of Automated Information
Systems Security. The state must establish and implement an information
security program. The state must ensure that it is providing adequate IT
security and that it is commensurate to the level of risk associated with the UI
program and the UI IT environment. The state must ensure that appropriate
safeguards are put in place to protect both tangible and intangible resources



and employees.The state should develop, disseminate, and periodically
review/update: (1) formal, documented policies for Risk Assessment and System
Security Planning that address purpose, scope, roles, responsibilities,
management commitment, coordination among all entities, and compliance; and (2)
formal, documented procedures to facilitate the implementation of these policies
and associated controls. The state assures that it has the following Risk
Assessment controls for UI systems in place:Risk Assessments of the UI systems
to assess the risk and magnitude of harm that could result from the unauthorized
access, use, disclosure, disruption, modification, or destruction of information
and other systems that support the operations and assets of the state.Updates to
the Risk Assessment at least once every three years or whenever there are
significant changes to any of the UI systems, facilities where they reside, or
other conditions that may affect the security status of the system. Scans for
vulnerabilities in the UI systems as deemed necessary or when significant new
vulnerabilities potentially affecting the system are identified and reported.
The state assures that it has the following System Security Planning controls
for UI systems in place:A System Security Plan for the UI systems that provides
an overview of the security requirements for the systems and a description of
the security controls in place or planned for meeting those requirements. The
plan should be approved by the officials designated by the state. An annual
review of the system security plan for the UI systems. Revisions to the plan
should address system/organizational changes or problems identified during plan
implementation and/or security control assessments. A set of rules that
describes userso responsibilities and expected behavior with regard to UI
information and information system usage. A signed acknowledgement (Rules of
Behavior) from users indicating that they have read, understood, and agreed to
abide by a set of Rules of Behavior, before authorizing access to the
information system and its resident information. An overview of Risk Management
and System Security Planning for an information system is provided in Appendix
IV.K. Assurance of Confidentiality. The state will keep confidential any
business information, as defined at 29 CFR 90.33 and any successor provision(s),
it obtains or receives in the course of administering the Trade Adjustment
Assistance or Alternative Trade Adjustment Assistance programs under this
Agreement. The state shall not disclose such information to any person,
organization, or other entity except as authorized by applicable state and
Federal laws.IX. SQSP CONTENT CHECKLIST The SQSP Content Checklist shows all
the documents which comprise the entire SQSP listed by submittal and in order of
assembly. Each state must ensure that those documents appropriate to its plan
are submitted to minimize the potential for a delay in the approval and funding

process. A. Formal SQSP Submittal (biannual submittal submittal)
AUGUST/SEPTEMBER SUBMITTAL (Main) 1. Transmittal Letter
2. State Plan Narrative A. Overview B. Federal Emphasis (GPRA goals)

C. Program Review Deficiencies (a) Federal
Program Reviews (UCFE, UCX, etc.) (b) BPC Reviews

(c) Internal Security Reviews (d)
Automation Grants (e) BAM Requirement Deficiencies
1) Organization 2) Authority

3) Written Procedures 4) Format 5)

Sample Selection and Investigation
6) Case Completion Timeliness



() TPS Requirement Deficiencies

(9) Other D. Program Deficiencies E.
Reporting Requirements F. Customer Service Surveys (optional)
G. Other H. Assurances3. CAPs
Deficient Core Performance Deficient Secretaryos Standards Ul
Program Deficiencies Conspicuously Poor Performance of Management
Information Measures 4. UI Program Integrity Action Plan5. Budget
Worksheets/Forms SF 424, SF 424 (A) & (B) - Application for Federal

Assistance (as necessary)6. Organization Chart

7. Signature PageOCTOBER SUBMITTAL UI-1 - UI Staff Hours B. SQSP Lite (annual
submittal)AUGUST/SEPTEMBER SUBMITTAL (Main) 1. Transmittal Letter

2. State Plan Narrative only if modifications are necessary3. CAPs:New CAPs
for: On-site reviews that identifies a need for corrective actionNew performance
deficiencies identified during the most recent performance yearOther performance
deficiencies identified in the SQSP UIPLModifications to existing CAPs for:
Missed milestonesOther 4. Modifications/Updates to UI Program Integrity
Action Plan5. Budget Worksheets/Forms SF 424, SF 424 (A) & (B) -
Application for Federal Assistance (as necessary)6. Organization Chart

7. Signature PageOCTOBER SUBMITTAL UI-1 - UI Staff Hours SBR SUBMITTAL (Only
when solicited by DOL)1. Transmittal Letter

2. Budget Worksheets/Forms SF 424, SF 424 (A) & (B) - Application For
Federal Assistance 3. Supporting Documentation Summary

Commitment to Complete Project Schedule Description of Proposed
Fund Usage Amount of Funding Requested Expenditures4. Additional
SBR Documentation (Law Change SBRs only) Bill Number and Effective Date
Relevant Provisions Costs & Narrative by Legislative Provision uI
only Statement5. Optional Supplementary Items (Large-scale, Complex Projects)
Technical Approach Strategic Design Measurable Improvements
Expected Supporting Materials
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I. INTRODUCTION Chapter II of the SQSP Handbook provides guidelines for the
reports and data elements to be used for financial reporting of state UI program
activities.II. SUBMITTAL INSTRUCTIONSA Use of Computer Printouts in Lieu of
Prescribed Forms. States may submit financial report information on computer
printouts instead of the ETA 9130, SF 270 and SF 424. However, such printouts
must contain the identical information and format as the report forms, including
the certification and authorized signature blocks, and must adhere to submittal
requirements described below.B. Electronic Submittal. States submit the UI-
3 and the UI-1 worksheet through UIRR. This ensures that the reported data are
consistent. UIRR makes output reports available for review and correction
before electronic transmission to the National Office (NO). 1In addition,
electronic submittal is available for the ETA 9130 via the Enterprise Business
Support System. States submit standard forms (e.g., SF 424), to the ETA
regional office (RO); however, SBR information is submitted directly to the NO.
The NO electronically receives UIRR and ETA 9130 reports, which the ROs also may
access. C. Due Dates. The UI-3 worksheet is due within 30 days after the end
of the reporting quarter. The ETA 9130 is due 45 days after the end of the
reporting quarter. The request form, SF 270, is a voluntary report.D. Program
Management Systems (PMS) Document Numbers. The following is an example of a
list of PMS Document Numbers that the NO will use to issue obligational
authority and that states will use for the ETA 9130 and when drawing cash.
Additional line items may be necessary depending on the funding being directed
to the state agency. Definitions of program categories on the UI-3 are provided
in Section IV, Paragraph H, Time Distribution Definitions.PROGRAM#PMS DOCUMENT
NO.##UI State Administration#UIxXxxxxxx0##UI National Activities#UIXXXXXXXO#H#TAA
Benefit sSHUIXXXXXXXO#H#ATAA Benefits#UIXXXxxxX0##Disaster Unemployment Assistance
(DUA) Administration#UIxxxxxxxQ##Disaster Unemployment Assistance (DUA)
Benefits#UIXXXXXXXO##NOTE. ETA code numbers are assigned to each separate DUA
disaster when funds are provided to the states.III. REPORTS Facsimiles of the
forms and completion instructions can be found in Appendix II. Additionally,
standard forms may be downloaded from # HYPERLINK
"http://www.whitehouse.gov/omb/grants/index.html"

##www .whitehouse.gov/omb/grants/index.html# and the ETA 9130 form and
instructions may be downloaded from #HYPERLINK
"http://www.doleta.gov/grants/docs/ETA-9130-ESandUI.pdf"##www.doleta.gov/
grants/docs/ETA-9130-ESandUI.pdf#.A. UI-3, Quarterly UI Above-base Report

1. Purpose. This report provides information to ETA on the number of staff
years worked and paid for various UI program categories, and provides the basis
for determining above-base entitlements.2. Reporting Instructions. States
are required to report the number of quarterly staff years worked and paid and
the number of year-to-date staff years paid. ETA does not prescribe the type of
time distribution reporting system used by states to generate the required data.
However, the system used must be capable of providing data in the required
detail, and the data must fairly and accurately represent the utilization of
staff years. Data must be traceable to supporting documentation, e.g., time
distribution and cost reports. States using sampling, allocation, and
estimating techniques to spread actual hours to the UI programs must have

documentation describing the techniques and procedures being used.3. Report
Completion Instructions. States are to enter only data which cannot be obtained
elsewhere in UIRR or calculated from existing data. B. ETA 9130, Financial

Status Report. This report is an ETA form, designed to substitute for the SF269
data collection, which is prescribed for use by OMB Circular No. A-102, and by
Department of Labor regulations at 29 CFR 97.41(b). A separate ETA 9130 is
submitted each quarter for each fiscal year of funds (including the current
fiscal year), until such time as all unliquidated obligations (resources on
order) have been liquidated and a final ETA 9130 is submitted. States submit a
final ETA 9130 when all financial activity has ceased and the unobligated
balance is zero, and the following equation is satisfied: obligational
authority = accrued expenditures = cash received.ETA is requiring states to
report administrative expenditures on the accrued expenditure basis, per 29 CFR
97.41(b)(2). The ETA 9130 submitted for TAA and ATAA and DUA benefits (if funds
are issued to state) payments must report them on the cash basis, i.e., actual
cash benefits paid during the reporting period. ETA 9130s are to be submitted
for each line item for which the state agency has been issued obligation



authority. This may include, but is not limited to, the following:Unemployment
Insurance State Administration. A1l UI administrative funds are to be included
on the ETA 9130, including funds for TAA and ATAA benefits administration, but
excluding UI National Activities and cooperative agreements. UI program income
and associated costs also must be reported on the ETA 9130. On line 12
(Remarks), enter accrued expenditures (quarter) and obligations (year-to-date)
separately according to staff costs and NPS costs. Expenditures/obligations
must reflect charges against only current year funds. Charges against prior
year funds (including carry-over funds) are to be reflected on the separate ETA
9130 for that year.UI National Activities. (Separate for each year)DUA Benefits
and Administration (Separate for each year)TAA Benefits. (Separate for each
year )ATAA Benefits. (Separate for each year) C. SF 270, Request for Advance
or Reimbursement. This report is a government-wide standard form prescribed
for use by OMB Circular No. A-102, and by Department of Labor Regulations at 29
CFR 97.41(d). This is a voluntary report which states may use to request above-
base advances. IV. DEFINITIONSA. Accrued Expenditures. This term is defined
in 29 CFR 97.3 as '"charges incurred by the grantee during a given period
requiring the provision of funds for (1) goods and other tangible property
received; (2) services performed by employees, contractors, subgrantees,
subcontractors, and other payees; and (3) other amounts becoming owed under
programs for which no current services or performance is required, such as
annuities, insurance claims, and other benefit payments."The term "Outlays" on
the ETA 9130 has the same meaning as accrued expenditures under the accrual
basis of reporting.B. Funding Period. Non-automation funds must be obligated
by December 31 of the following fiscal year, and liquidated within 90 days
thereafter. ETA may extend the liquidation date upon written request.
Automation funds must be obligated by the end of the 3rd fiscal year, and
liquidated within 90 days thereafter. ETA may extend the liquidation date on
written request. The annual SQSP UIPL will specify the specific funding period
for the plan period and any special provisions contained in the appropriation

language.C. Obligations. Obligations are the sum of outlays and unliquidated
obligations (resources on order).Guidelines for establishing obligations in the
UI program are listed below:1. Obligations must be intended to meet a bona

fide need of the funding period in which the need arises, or to replace stock
used in the funding period. To comply with this guideline, purchase orders,
requisitions, and contracts recorded as obligations must be firm, complete, and
must request prompt delivery of materials or services. Do not include in the
amounts reported as obligations administrative reservations, such as
reservations for contemplated procurements in the form of requisitions within
the state, invitations for bids, or any other similar arrangements.2. Where an
obligation is definite but the precise amount is not known, it may be estimated.
3. States must obligate allocations for regular operations of the UI program
-- whether base or above-base funded -- as specified in paragraph IV.B. above.4.
Generally, obligations should be supported by a valid purchase order or
other binding agreement, in writing, between the parties, for goods to be
delivered or services to be performed. Purchase orders are to be included only
to the extent that their issuance, together with previous or subsequent action
by the other party, constitutes an offer and acceptance that has become a
binding agreement. Such orders (and requisitions) may not be regarded as issued
as long as they remain within the control of the issuing agency.5. If the
state issues purchase orders directly to a vendor, obligations must be recorded
and reported on the basis of the purchase orders.6. For purchases placed with
another state agency which are required by state law or regulation, an exception
is made to the requirement for supporting a transaction by a valid purchase
order or binding agreement in writing. Where the state law or regulations
mandatorily require the state agency to procure the specific materials,
requisitions of state agencies may be treated as purchase orders, and
obligations must be recorded and reported on the basis of the requisitions
issued to the central procurement agency.7. When procurement from a central
procurement agency is optional, obligations may be recorded on the basis of
requisitions issued by the state, provided (a) there is documentary evidence
(such as a store stock catalog) that the items are normally stocked, and (b) the
requisition is for a bona fide need of the funding period in which the need
arises, or it is for replacement of stock used in the funding year. When items



or services

are ordered through a central procurement agency with delivery to the state
direct from the vendor, obligations must be recorded on the basis of purchase
orders issued by the central agency.D. Unliquidated Obligations. This term
on the ETA 9130, for reports prepared on an accrued expenditure basis, is
defined in 29 CFR 97.3 as othe amount of obligations incurred by the grantee for
which an outlay has not been recorded.oc The term "unliquidated obligationszo has
the same meaning as "resources on orderc had in the past. States must report
valid unliquidated obligations on the ETA 9130 for the UI program.States should
periodically review unliquidated obligation amounts to determine their validity.
Obligations must not be carried on the state agency's books unless the agency is
reasonably certain that payment of the obligation will be required at a later
date.Federal regulations at 29 CFR 97.23(b) require that states must liquidate
all obligations incurred under a grant not later than 90 days after the end of
the funding period (see paragraph IV.B. above) unless extended by the Federal
agency at the request of the grantee. Thus, states must obtain written approval
from ETA to retain unliquidated non-automation acquisition obligations beyond 6
months after the end of the fiscal year or automation acquisition obligations
beyond 2 years and 90 days after the end of the fiscal year. State requests for
extension of the deadline for expend#ing funds must be in writing and executed
prior to the regular deadlines for fund expenditure.E. Automation
Acquisition. The term cautomation acquisitiono is defined as the costs of goods
and services directly related to the automation of UI operations. Automation
goods consist of computers and their peripheral and auxiliary equipment and
associated software. Automation data processing services are those services
necessary to support the acquisition of those ADP goods. The term does not
include maintenance and other costs relating to current operations and services.
Given the fast pace of technological developments, the list of products covered
by this definition will change with time; therefore, no definitive list can be
provided. The following list is illustrative of what is meant by the
definition, but is not all-inclusive:1. Hardware. Central processing units;
front-end processing units; minicomputers; microcomputers and related peripheral
equipment, such as data storage devices, document scanners, data entry
equipment, terminal controllers, and data terminal equipment; computer-based
word processing systems other than memory typewriters; equipment and systems for
computer networks; equipment and systems for communications, which includes
voice, radio, images, optical, data, and video; related items such as
switchboards, PBX units, multiplexers, FAX, modems, digital computer service
units, channel service units, channel extenders, protocol converters, VSAT,
satellite, encryption and voice response units.2. Software. Programs and
routines used to employ and control the capabilities of automated and
communication systems such as operating systems, compilers, assemblers,
utilities, library routines, maintenance routines, applications, converters,
conversion routines, knowledge-based systems, artificial intelligence systems,
decision support systems, executive information systems, security and
encryption, and networking programs.3. Services. One-time costs for staff,
service bureaus, or contract services directly related to the initial
acquisition of automation systems, including those relating to feasibility
studies, systems design, application software security and system development;
and the transportation, installation, training, and maintenance of such items
which directly relate to the initial acquisition. F. PMS Document Numbers.
Because some states have moved to accounting systems other than the Cost
Accounting System (CAS), ETA established uniform accounting codes for use by all
states in reporting back to ETA. While the uniform codes are based on the
current CAS fund ledger code structure, non-CAS users may establish whatever
account/code classification system they wish to use in their accounting systems.
However, the ETA 9130s submitted to ETA must contain the PMS Document Number(s)
issued under the UI Annual Funding Agreement, and they must be used in
identifying cash drawdowns by program through the Department of Health and Human
Serviceos Payment Management System.Time Distribution Definitions. The
definitions of the UI program categories contained in the UI base allocations
and Quarterly Financial Report (UI-3) are a combination of UI functions
previously defined in ET Handbook No. 362 (State Accounting Manual), Volume II,
Chapter IV. The following reflects the program categories used on the UI-3



worksheet and the CAS time distribution functions and codes:UI-3 Associated
Time Distribution Functional Activity Codes (under Project Code 210 unless
otherwise stated) Claims Activities Initial Claims (200) Weeks Claimed
(Includes ERP) (200) Nonmonetary Determinations (230) Multi-claimant
Services (238) Appeals (240) Employer Activities Wage Records
(260) Tax (Includes Tax Travel) (300)UI PERFORMS UI Performs (Function
461 and/or Project Code 213) UI Support/AS&T Benefits/Appeals Travel (235)
Benefit Payment Control (270) UI Support (400) Internal Security (459)
Interstate Activities (460) AS&T (100, 120, 150)TAA and ATAA Benefit
Administration (Project Code 219) Use only Claims Activities codes 200,
230, 238, and 240 (see above) under Project Code 219)0ther Reserved
for special categories
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CORRECTIVE ACTION PLANState: #Federal Fiscal
Years:
(ex. FY 2015 o FY 2016)##MEASURE/PROGRAM AREA: (Use
descriptors contained in Appendix III of the SQSP Handbook)#Current Performance
Level: (as of 3/31 or most recent performance)#Projected Performance
Levels:

(12/31/_) (3/31/_) (6/30/__) (9/31/_)
(12/31/_) (3/31/__) (6/30/__) (9/30/__ )##SUMMARY :Provide:
A. the reason(s) for the deficiency; B. a description of the
actions/activities which will be undertaken to improve performance and;C. if a
plan was in place the previous fiscal year, an explanation of why the actions
contained in that plan were not successful in improving performance, and an
explanation of why the actions now specified will be more successful; andD. a
brief description of plans for monitoring and assessing accomplishment of
planned actions and for controlling quality after achieving performance goals.If
the desired improvement will not be accomplished by the end of the current
fiscal years (the two consecutive fiscal years for which the plan is in effect),
also indicate the major actions remaining to be taken in subsequent fiscal
years, and a projection as to when the performance goal will be
achieved.##MILESTONES: (Number sequentially)#Completion
Date*###12/31#03/31#06/30#09/30#12/31#03/31#06/30#09/30##Milestones should be
established for each core element of the statems corrective action plan and be
of sufficient number and frequency to facilitate state and regional plan
oversight and assessment during the fiscal year(s). It is anticipated that one
or more milestones for each quarter would permit such progress tracking and
assessment during the fiscal year(s) through state and regional follow#up
schedules.States also may wish to identify performance milestones that reflect
the performance level they anticipate will result from completion of planned
activities.{} If continued, check box
HAHHHH B HHHH B HAH BB HHHH R HAH B HHH B R HAH A H AR A AR H R R R
HHBHBH AR R R R R R R R R R R R R R R R R R R R
#S#Ht#a#tt#eHsH #s#h#o#u# L#d# HuHsHe#t #Ha#t ##" #t#o# #i#in#d#i#cHa#it#e# #t#hite#
#o#uHaRr#tHe#r# #t#thite# #m#i#He#sHtHo#n#er# HiHSH #He#xHpHeH#CHIHeHdH# #iHOH #bHe#
#HeHOHMAPH LHeHt#erdH . #




#HUENHe#m#p# LHOHy#MBe#nH#tH #I#NHSHUSr #aftn#cHe# #HPHr#o#gHr Hatm#

#I#NHtHeHQHr #1#4tHYH HAHCHLHIHOHNE #HPH  Ha#n###SHt#arttHe#  # # #H(#N#a#mite# #Ho#TH#
#sHt#attt#e# ) #i#FHettdietr#att |# #HF#1i#sHCHaR |# #HYHeHa#tr# # #(H#SHQHSHPH

#P#  Ha#tn#n#idn#gh #HYHeHa#tr# ) HAHHARKOHOHLE HCHaHU#SHeHSH  ## (HLALASHIH #tH#o#HpH
#t#h#r#ette#t #o#f# #t#h#e# #Hr#o#o#t# #c#a#uses in the state.)##Accountable Agency
Official(s): (List the person accountable for reducing UI improper payments)
Summary: (Provide a summary of the plan that the state has designed. The
summary should include outreach efforts planned by the agency to inform all UI
and workforce staff, and employers of the strategic plan to ensure everyone
understands the importance of maintaining program integrity.)
##Strategies#Actions#Targets and Milestones#Resources##List the strategies that
the state is taking to address UI improper payments.#List the specific action
steps for each strategy that the state is taking.#This section should be divided
into target and milestones. Specific milestones should be set for each of the
actions. It is suggested that the milestones be set quarterly under each
target.#Provide a description of the type resource e.g. human capital,
technology and other tools that have been designated to address the stateos UI
improper payments.##



STATE PLAN NARRATIVE OUTLINE STATE PLAN NARRATIVE(State Name o Fiscal Years
xxXxXx and xxxx)OverviewState priorities and the strategic direction the state has
adopted to ensure continuous improvement.Assessment of past performance and
expected future performance. Includes, at state discretion, a discussion of
external factors that may have performance implications.Coordination with other
plans.Federal emphasis (GPRA goals)State performance compared to the GPRA goals.
Actions planned to achieve GPRA goals and targets.C. Program Review Deficiencies
Causes for failures to conduct required reviews/activities, e.g., Benefit
Payment Control, Internal Security, Benefit Accuracy Measure, and Tax
Performance System.Plans to conduct the reviews as required.D. Program
DeficienciesPlans to correct deficiencies identified through required program
reviews, e.g., deficiencies identified during an internal security review. E.

Reporting DeficienciesActions planned to correct reporting deficiencies.
Reporting deficiencies are defined as missing reports, reports submitted late
more than 50 percent of the time (7 of 12 months for monthly reports; 3 of 4
quarters for quarterly reports), and annual reports submitted late 3 consecutive
years. F. Customer Service Surveys (optional)G. Other (e.g., approach to
maintaining solvency, requests for technical assistance)



H. Assurances:Assurance of Equal Opportunity (EO).Assurance of Administrative
Requirements and Allowable Cost Standards.Assurance of Management Systems,
Reporting, and Recordkeeping.Assurance of Program Quality.Assurance on Use of
Unobligated Funds.Assurance of Prohibition of Lobbying Costs (29 CFR Part 93).
Drug-Free Workplace (29 CFR Part 98).Assurance of Contingency Planning.

Provide the most recent dates for the following:Information Technology
(IT)Contingency Plan Implemented: IT Contingency Plan
Reviewed/Updated#: IT Contingency Plan Tested#:

Assurance of Conformity and Compliance.
Assurance of Automated Information Systems Security. Provide the most recent
dates for the following:Risk Assessment Conducted#:
System Security Plan Reviewed/Updated#:

Assurance of ConfidentialityPublic reporting burden for this
collection of information is estimated to average 4 hours per response,
including time for reviewing instructions, searching existing data sources,
gathering and maintaining the data needed, and completing and reviewing the
collection of information.. Send comments regarding this burden estimate or
any other aspect of this collection of information, including suggestions for
reducing this burden, to the U.S. Department of Labor, Office of Unemployment
Insurance, Room S-4231, 200 Constitution Ave., NW, Washington, DC, 20210 ##



U.S. Department of LaborSQSP SIGNATURE PAGEOMB Approval No. 1205-0132 Expires
10/31/2014 U.S. DEPARTMENT OF LABOR Employment
and Training Administration#FEDERAL FISCAL YEAR#STATE ##UNEMPLOYMENT INSURANCE
STATE QUALITY SERVICE PLANSIGNATURE PAGE##This Unemployment Insurance State
Quality Service Plan (SQSP) is entered into between the Department of Labor,
Employment and Training Administration, and

(STATEaS NAME)The Unemployment Insurance SQSP is part of the State's overall
operating plan and, during this Federal fiscal year, the State agency will
adhere to and carry out the standards set forth in Federal UI Law as interpreted
by the DOL, and adhere to the Federal requirements related to the use of granted
funds.All work performed under this agreement will be in accordance with the
assurances and descriptions of activities as identified in the SQSP Handbook and
will be subject to its terms.##TYPED NAME AND TITLE #SIGNATURE#DATE##STATE
ADMINISTRATOR####DOL APPROVING OFFICIAL####DOL APPROVING OFFICIAL(if required)
Hitt



WORKSHEET UI-1 U.S. DEPARTMENT OF LABOR

Exp. Date 10/31/2014#Employment and Training Administration

OMB Approval #1205-0132 WORKSHEET UI-1#UI STAFF HOURS##State#Fiscal Year#Date
##Annual Hours Per Staff Year and Quarterly Distribution##Hours Per Staff
Year#Annual#First#Second#Third#Fourth##a. Hours Worked# # # # # ##b. Hours
Paid# # # # # ##Comments ##ETA 8623A INSTRUCTIONS FOR THE
UI-10MB No.: 1205-0132 OMB Expiration Date: 10/31/2014 Estimated Average
Response time: 1 hourOMB Burden Statement: These reporting instructions have
been approved under the Paperwork reduction Act of 1995. Persons are not
required to respond to this collection of information unless it displays a valid
OMB control number. Public reporting burden for this collection of information
includes the time for reviewing instructions, searching existing data sources,
gathering and maintaining the data needed, and completing and reviewing the
collection of information. Submission is required to obtain or retain benefits
under SSA 303(a)(6). Persons responding to this collection have no expectation
of confidentiality. Send comments regarding this burden estimate or any other
aspect of this collection of information, including suggestions for reducing
this burden, to the U.S. Department of Labor, Office of Unemployment Insurance,
Room S-4519, 200 Constitution Ave., NW, Washington, DC, 20210.Please type or
print legibly. The following general instructions explain how to use the form
itself.Item EntryEnter the annual staff year hours worked and
distribution by quarter.#The annual hours for this item must equal the annual
hours worked from the planning targets.Enter the annual staff year hours paid
and distribution by quarter.#The annual hours for this item must equal the
annual hours for the number of standard hours.






SF-424 Application for Federal Assistance 2 ##









##



SF-424A Budget Information Non-Construction Programs 3 ##















SF-424B Assurances Non-Construction Programs 4 ##
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WORKSHEET UI-3U.S. DEPARTMENT OF LABOR Exp. Date 10/31/2014
Employment and Training Administration OMB Approval #1205-0132
WORKSHEET UI-3#QUARTERLY UI ABOVE-BASE EARNINGS REPORT##State#Fiscal

Year#Quarter##Section A: Program Staff Year Usage###Quarter#Year-to-
Date##Program Category#(a) SY Worked#(b) SY Paid#(c) SY Paid##1. Claims
Activities#####2. Employer Activities#####3. UL PERFORMS#####4. Support/AS&T#
####5. Trade Claims Activities#####6. Other#####7. Total Staff Years#####
Section B: Regular Above-Base Entitlement Certification##Standard Hours:
Quarterly Year-to-Date Yearly ##Claims Activity#
(a) Workload# (b) MPU# (c)##1. 1Initial Claims (Regular, EB, and
STC)#####2. Initial Claims (Third Tier)#####3. Weeks Claimed (Regular, EB, and
STC)#####4. Weeks Claimed (Third Tier)#####5. Nonmonetary Deter. (Regular, EB,
and STC)#####6. Nonmonetary Deter. (Third Tier)#####7. Appeals (Regular, EB,
and STC)#####8. Appeals (Third Tier)#####9. Interstate Appeals Taken (IB-101)#
####10. Interstate Agent Referrals#####11. Multiclaimant Services#####12.
Monetary Redeterminations#####13. SAVE#####14. Total Staff Years Worked/Earned =
Sum of Lines 1 through 13###15. Entitlement Staff Years Worked = Line 14 - Base

SY Worked ( )###16. Entitlement Staff Years Paid = Line 15 x Experienced
Leave ( V###17. PS/PB Entitlement $ = Line 16 x Regular Above-Base
PS/PB Rate ($ )###18. Support Entitlement $ = Line 17 x Above-Base
Support Percentage ( %)###19. Other $ (Specify)###20. Total Dollar Costs =

Line 17 + Line 18 + Line 19###21. Advance###22. Net Dollar Entitlement = Line 20
- Line 21###CERTIFICATION: I certify to the best of my knowledge and belief
that information provided herein is accurate and complete, and was obtained from
agency accounting records.Signature Title

Date Hit



U.S. DEPARTMENT OF LABOR Exp. Date 10/31/2014Employment and
Training Administration OMB Approval #1205-0132WORKSHEET UI-3
(Continued)#QUARTERLY UI ABOVE-BASE REPORT##State#Fiscal Year#Quarter##Section
C: Trade ABOVE-BASE Entitlement Certification##Standard Hours: Quarterly
Year-to-Date Yearly ##Claims Activity# (a) Workload# (b)
MPU# (c)##1. 1Initial Claims #####2. Weeks Claimed#####3. Nonmonetary
Determinations#####4. Appeals#####5. Trade Redeterminations#####6. Other
Staff Years (Specify)###7. Total Staff Years Worked = Sum of Lines 1 through 6#

##8. Staff Years Paid = Line 7 x Experienced Leave ( )H#H9 .
PS/PB Entitlement $ = Line 8 x Trade PS, Regular Above-Base PB Rate ($ V#
##10. Support Entitlement $ = Line 9 x Trade Support Percentage ( %) ###11 .

Other $ (Specify)###12. Total Trade Dollar Costs = Line 9 + Line 10 + Line 11###
Section D: Additional Benefits Above-Base Entitlement Certification##Standard
Hours: Quarterly Year-to-Date Yearly ##Claims
Activity# (a) Workload# (b) MPU# (c)##1. 1Initial Claims #####2. Weeks
Claimed#####3. Nonmonetary Determinations#####4. Appeals#####5. Monetary
Redeterminations#####6. Other Staff Years (Specify)###7. Total Staff Years
Worked = Sum of Lines 1 through 6###8. Staff Years Paid = Line 7 x Regular

Above-Base Experienced Leave ( )###9. PS/PB Entitlement $ = Line 8
X Regular Above-Base PS/PB Rate ($ V###10. Support Entitlement $ =
Line 9 x Regular Above-Base Support Percentage ( %)###11. Other $ (Specify)#

##12. Total AB Dollar Costs = Line 9 + Line 10 + Line 11###ETA 2208A



INSTRUCTIONS FOR THE UI-30MB No.: 1205-0132 OMB Expiration Date:
10/31/2014 Estimated Average Response time: 120 minutesOMB Burden
Statement: these reporting instructions have been approved under the Paperwork
reduction Act of 1995. Persons are not required to respond to this collection
of information unless it displays a valid OMB control number. Public reporting
burden for this collection of information includes the time for reviewing
instructions, searching existing data sources, gathering and maintaining the
data needed, and completing and reviewing the collection of information.
Submission is required to obtain or retain benefits under SSA 303(a)(6).
Persons responding to this collection have no expectation of confidentiality.
Send comments regarding this burden estimate or any other aspect of this
collection of information, including suggestions for reducing this burden, to
the U.S. Department of Labor, Office of Unemployment Insurance, Room S-4519, 200
Constitution Ave., NW, Washington, DC, 20210.Please type or print le#gi#bly.
The following general instructions explain how to use the form itself.General
InstructionsThis form is designed so that application can be made for funds from
one or more grant programs (Regular UI, Trade, and Additional Benefits). The
SAVE program is included on Section B of the UI-3 in order to reimburse ongoing
operational costs related to the SAVE program.The electronic version of this
form appears slightly different on the computer screen than the one included in
these instructions, which is provided for display only. States should submit
their reports electronically. There is minimal data entry necessary in the
current UI-3s. Workloads, MPUs, Staff Years Worked/Earned and Experienced Leave
Rates are all automatically entered. 1In addition, the electronic version has a
"Comments" section to explain entries in the "Other Staff Years" or "Other $"
lines, but does not have a block for certification by a State official. States
are urged to use the comment section for explanations of oOthero lines. The
comments section is heavily relied upon during the review of the report.Note:
Throughout the UI-3 reports, listed as Sections A, B, C, and D in these
instructions, States should enter zero (@) in any cell that must be manually
entered but has no data (no activity) for the particular quarter being reported
on.Minutes Per Unit. Minutes per unit (MPU) for each of the four broadband
activities in Lines 1 through 8 in Section B and Lines 1 through 4 in Sections C
and D are allocated in the annual base budget and the Above-Base funding
process. These budgeted MPU values vary for each State from year to year;
however, static MPU values have been established for the following functions:
IB Agent Appeals (Line 9, Section B) 20.0
Interstate Referrals (Line 10, Section B) 15.0
Redeterminations (Line 12, Section B and Line 5, Section C and D)

(promulgated in the Unemployment Insurance Program Letter (UIPL) for the
allocations) SAVE (Line 13, Section B)
6.5Position Computation. Generally, staff years earned are computed by
multiplying workload by minutes per unit and dividing by the minutes available
in the relevant period. This computation yields the number of staff required in
the budget period to accomplish the workload. For a calendar quarter, the
formulae are expressed as follows: (Workload x MPU)/(60 x Quarter Hours Paid)
= Staff Years Worked/Earned. Staff Years Worked/Earned x Experienced Leave
Factor = Staff Years Paid/Earned.Experienced Leave Factor. The experienced
leave factor is calculated by dividing the quarterly staff years paid/used by
the quarterly staff years worked/used for that program activity. Regular UI and
Trade Above-Base have different experienced leave factors.Personal
Services/Personnel Benefits (PS/PB) Rate. Attachment II to the UIPL for the
yearly allocations contains the approved annual Regular UI Above-Base PS/PB
rates. These are expressed as annual rates and must be converted to a quarterly
equivalent for use on the UI-3. A staff hour conversion factor should be used
by determining the number of staff hours in the quarter as a ratio of staff
hours in the year and applying this ratio to the annual rate. For the Trade
program, states may use the average experienced personal services rate of staff
working in Trade claims activities. Trade personnel benefits will be funded at
the same rate as the Regular Above-Base program.



Support. The support percentage may vary from one year to another and from one
program to another. Therefore, the total support percentage will be promulgated
in the UIPL for the yearly allocations. Section A. Program Staff Year Usage
Lines 1-7, Columns (a) through (c)Complete this section for current quarter and
fiscal year-to-date. This section lists the UI categories to be reported. For
each of Lines 1-7 in Section A, enter quarterly staff years worked in Column
(a), quarterly staff years paid in Column (b), and year-to-date staff years paid
in Column (c). These lines should reflect total staff years. No adjustment
should be made for staff years financed with prior year carry-forward funds.
Line 1 - Enter staff years for claims activities including initial claims,
weeks claimed, eligibility reviews, nonmonetary determinations, appeals, and
multi-claimant services. Line 2 - Enter staff years for employer activities
including wage records, tax, and tax travel.Line 3 - Enter staff years for UI
PERFORMS activities, less UI PERFORMS AS&T.Line 4 - Enter staff years for
support activities for the UI and Trade programs including benefits and appeals
travel, benefit payment control, UI support, internal security, interstate,
automation grants staff, and administrative staff and technical services (AS&T),
including UI PERFORMS and Trade AS&T. (Note: Some accounting reports that
states use to populate the UI-3 do not show AS&T staff years worked in these
programs. The SWA should estimate the AS&T staff years worked by analyzing the
percentage of AS&T staff years paid charged to these programs.)Line 5 -

Enter staff years for claims activities under the Trade Adjustment
Assistance (TAA) provisions of the Trade Act of 1974, as amended. Line 6 -

Enter staff years for special funded activities not included in the above
lines (e.g., SAVE), and for activities funded with national activities funds
(excluding cooperative agreements).Line 7 - Enter the sum of the staff years
in Lines 1 through 6, for each column. Section B. Regular Above-Base
Entitlement CertificationLines 1-13, Column (a)Total workload in Section B will
include data from the Regular UI, Extended Benefits (EB), and Short-Time
Compensation (STC) programs, and, if enacted, third tier programs (e.g., FSB,
FSC, EUC, and TEUC). The following table shows the source of data for total
workloads:Line 1 - Data will automatically be entered from the ETA 5159
Regular, EB, and STC reports: the sum of lines 101, 102, and 103 for columns 2,
3, 5, and 7 of the Regular and EB reports, and the sum of columns 2 and 3 for
line 101 of the STC report.Line 2 - Data will automatically be entered from the
ETA 5159 (Third Tier): the sum of 1lines 101, 102, and 103 for columns 2, 3, 4,
and 7.Line 3 - Data will automatically be entered from the ETA 5159 Regular,
EB, and STC reports: the sum of lines 201, 202, and 203 for columns 10 and 13 of
the Regular and EB reports, and the workload in 1line 201, column 9 of the STC
report.Line 4 - Data will automatically be entered from the ETA 5159 (Third
Tier) report: the sum of 1lines 201, 202, and 203 for columns 10 and 13.Line 5 -

Data will automatically be entered from the ETA 207 Regular and EB

reports: the sum of 1lines 101, 103, and 105 for column 1.Line 6 - Data will
automatically be entered from the ETA 207 (Third Tier) report: the sum of lines
101, 103, and 105 for column 1.Line 7 - Data will automatically be entered

from the ETA 5130 Regular and EB reports: the sum of columns 1 through 6 in 1line
100.Line 8 - Data will automatically be entered from the ETA 5130 (Third Tier)
report: the sum of columns 1 through 6 in line 100.Line 9 - States should enter
IB Agent Appeals: the sum of IB-101s sent to liable States.Line 10- Data will
automatically be entered from the ETA 5159 Regular and EB reports: the
difference between the sum of column 4 and the sum of column 5.Line 11 - States
should enter the number of multi-claimant appeals (not appellants). Line 11 is
automatically subtracted from line 7 before Staff Years Worked/Earned are
calculated on line 7.Line 12 - States should enter the number of monetary
redeterminations. (Reserved for future use.)Line 13 - Data will automatically
be entered from line 1 of the ETA 9016.* OMB Approval Numbers: ETA 5159: #1205-
0010, expires 05/31/2006; ETA 207: #1205-0150, expires 10/31/2004; ETA 5130:
#1205-0172, expires 10/31/2004; ETA 9016: #1205-0268, expires 02/28/2005Lines 1-
10 and Lines 12-13, Column (b)The appropriate MPU values will be entered
automatically. If another MPU value is necessary for Line 12, the defaulted MPU
value can be overwritten.Lines 1-10 and Lines 12-13, Column (c)Staff years
worked/earned will be calculated automatically using the formula in the General
Instructions.Line 11, Column (c) States should enter the number of staff years
worked/used for processing multi-claimant non-monetary determinations and



appeals for activities such as labor dispute determinations for individual
claimants or retroactive payments resulting from an appeal decision. The
quarter-to-date multi-claimant staff years used (extracted from the cost
distribution report) should be entered in column (c), line 11, Section B. Note:
the computer software automatically subtracts the workload count in column (a),
line 11 from the workload count (column a) in lines 7 before Staff Years
Worked/Earned are computed in column (c), line 7.Line 14- The Total Staff Years
Worked/Earned will be automatically calculated from Lines 1 through 13, column
(c). Line 15- Entitlement Staff Years Worked will automatically be
calculated by subtracting Base Staff Years Worked for the given quarter from
Staff Years Worked/Earned (Line 14). Base Staff Years Worked will automatically
be calculated and entered in the parentheses on line 15. Base Staff Years
Worked will be calculated by dividing the Hours per Staff Years Paid by the
Hours per Staff Year Worked for the appropriate quarter from the UI-1 to
determine the budgeted leave factor; the number of Claims Activity Staff Years
Paid will be divided by the budgeted leave factor for that quarter. States
which have noted the breakout of quarterly hours in the remarks section of their
SF 424-A (See instructions in the yearly UIPL providing Resource Planning
Targets and Guidelines; and the UIPL used to promulgate the Resource
Allocations) may override the defaulted Base Staff Years Worked entered by the
system with their own calculated Base Staff Years Worked.Line 16-

Entitlement Staff Years Paid will automatically be calculated by the
system by multiplying the experienced leave factor by the data in Line 15,
Column (c). The experienced leave factor will automatically be calculated by
dividing the quarterly staff years paid by the staff years worked for claims
activities as reported in Line 1, Section A. The experienced leave factor will
automatically be entered in the parentheses on Line 16. If part-time or
temporary staff do not earn leave, the staff year entitlement in Line 16 will be
equal to the entitlement in Line 15.Line 17- States should enter the
Regular UI Above-Base quarterly PS/PB rate, which will automatically be
multiplied by the data in Line 16. Line 18- States should enter the
Regular UI Above-Base Support percentage, which will automatically be multiplied
by the data in Line 17. Line 19- States should enter costs relating to
special cases and note these in the comments section. States should also enter
other costs relating to the SAVE program - such as computer access charges and
equipment, and phone leasing charges. The General Services Administration bills
states that use the Immigration and Naturalization Service's (INS) computer
database to verify claimants' immigration status. In addition, some States must
lease phone Lines and equipment in order to use the INS database. These costs
are fully reimbursed; however, states that are approved to use the INTERNET
system to obtain access to the INS database may not claim leased Line and
equipment costs. States should specify all such costs in the "Comments"
section.Line 20- Total dollar costs, the sum of lines 17, 18, and 19 will
automatically be calculated and entered on line 20. Line 21- States
should enter the amount of the advance received at the beginning of the quarter
for quarterly Above-Base claims operations. Line 22- The net dollar
entitlement, Line 22, will automatically be calculated by subtracting the data
in line 21 from the data in Line 20 and entered here.Section C. Trade Above-
Base Entitlement CertificationLines 1-5, Column (a) -States should enter total
workload data which will include data from the Regular Trade program. Its
source is State data.Column (b) - Trade broadband MPU values, which will
automatically be entered, are identical to the Regular broadband MPU values,
except for Trade weeks claimed, which excludes the weighted MPU value for the
Eligibility Review Program (ERP) from the Regular weeks claimed MPU value. The
Trade Redeterminations MPU value is promulgated in the yearly field memorandum
for the allocations.Column (c) - Staff Years Worked/Earned will automatically
be calculated by the system using the formula in the General Instructions.Line 6
- States should enter other staff years, such as Trade Benefit Travel
staff years worked/used.Line 7 - The sum of lines 1 through 6 in Column
(c) will automatically be calculated and entered here.Line 8 - The
system will use the same formula to calculate Staff Years Paid as for Section B,
but will calculate the experienced leave factor by using Section A, Line 5. If
necessary, this defaulted value can be overwritten.Line 9 - States should
enter the combined Trade PS and Above-Base PB rate. The system will



multiply this rate by the entry in Line 8. Line 10- States should enter
the Trade Above-Base Support percentage. The system will use this data and
multiply it by the entry in Line 9.Line 11- States should enter other
costs relating to Trade Administration in Line 11. Notices in local newspapers
for special worker notifications are fully reimbursed. States should specify
all such costs in the "Comments" section.Line 12- The system will
automatically enter the sum of Lines 9, 10, and 11 here.Section D. Additional
Benefits (AB) Above-Base Entitlement CertificationNote: Reporting of AB data is
not required for statistical purposes, but is necessary in order to calculate
the proper entitlement. Lines 1-5, Column (a) -States should enter the total
broadband AB program workload. Its source is State data.Column (b) - AB
broadband MPU values that will automatically be entered are identical to the
Regular broadband MPU values. The AB Redeterminations MPU value, which should
be manually entered, is promulgated in the yearly field memorandum for the
allocations.Column (c) - Staff Years Worked/Earned will automatically be
calculated by the system using the formula in the General Instructions.Line 6 -

(Reserved for future use.)Line 7 - The sum of Lines 1 through 6 in Column
(c) will automatically be calculated and entered here.Line 8 - Staff Years
Paid will automatically be calculated by the system by multiplying the same
experienced leave factor as for Section B by the data in Line 7.Line 9 -

States should enter the Regular UI Above-Base quarterly PS/PB rate in the
parentheses on line 9. The system will multiply this rate by the data in Line

8. Line 10- States should enter the Regular UI Above-Base Support
percentage in the parentheses on line 10. The system will use this figure and
multiply it by the entry in Line 9.Line 11- (Reserved for future use.)
Line 12- The system will automatically enter the sum of Lines 9, 10 and

11 here.
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UI Performs Core MeasuresCore Measures#Acceptable Levels of
Performance##Benefits Measures###First Payment Promptness: % of all 1st
payments within 14/21 days after the compensable week (excludes workshare, DUA,
retroactive payments)###########He" 8#THA#HAHNFOAENH#MHFOHENR et Hatr #y#
#D#e#t#etr#mBidntattt#idofNH H#THIAMH#EH HLAAHPHSHEH (# # ## # # # # # #%H#H #Ho#TH
#SHe#pHattrHa#t#iso#NHSH Ha#n#d# #NH#HOHNHSHeH#pHa#r#aftHIHO#NHSH HwHiAT#hH#I#NH
#2#1# #d#a#y#s# #Ho#T# #D#e#it#eH#cH#t#i#o#n# #DHa#tH#e#t #it#He'"BHOH
#(#cHo#mitb#i#in#e#dH# #HsHCHOH# He# ) #HE#HANFOHNEMHO#NHeH tHatryH
#D#e#t#e#r#mii#n#attt#idofng #QHUAaH H1HLHYH-# HNH#HO#NHSHeHpHaARr Ha#t#1ROHNHSH (# #
#%# #Ho#TH HN#HOH#N#HSHe#pHa#rHa#t#1#OHNH #DH#eHTIHeHr#MBELANHA# LH#LIHORNHSH HWHIHTH#NH
#Q#uHaH LH#Hi#tH#HYH# #HSHCHOH#rHeH#sH #He#qH#uHa# I# #tHO# #Ho#r# #Ho#r#eHa#t#e#r# #t#th#a#n#
#O#5# #pHo#i#tn#t#sH##e " THEH#HARHNAOENHEM#OENH e tHakr Hy#
#D#e#tH#e#Hr#MBi#NHaAHtHIHO#NH #QH#URaH H1HLAYH-# #SHeHpHaNTr#aRTHIHOHNHSH # # H#H%H
#o#T# #SHe#pHa#tr#attt#itto#in#t #DHe#tH#eHr#m#idnHa#tt#ito#NHSH H#wHiHt#h#

#Q#uHa# LH#Hi#t#y# #SHCHOH#rHeH#sH #He#q#uHta# I# #t#o# #Ho#r# #Ho#ir#eHa#t#te#r# #t#th#a#n#
H#HOHDH #HpHoHi#n#tH#SHAHE " THOHH#HAHORVHSH #pHayHMHeHNALH

#M#eHa#t sHUHr He###H#t#HDH et tteHcHt#ifoHNH Ho#TH #HOH#VHeHrHpHatty#mHtedndtasH # # # #
%t #Ho#TH#H #Hd#e#t#eH#HcHiHaHbH LHe#/Hr#eHcHoftvieHtrHatbH L#te# HoHvHeHr#pHatyHmEteHn#tHsH
#e#s#t#anb# #ids#thitestd# #THOHI# #HrHeHcHO#VHeH #y###e " SHO# #Ha#n#d# #d"IHSH%H
#o#T# #d#eHt#e#cHtHakb# #e#/ Hr#ecHotvHeHr #attb# L #e# Ho#vH#eHr #HpHatty#mHte#n#tH#SH
#a#trite# #He#sHt#a#tb# #i#tsHh#tettd# #TH#HOHr# #HrH#eHcHoHvHeHr#yHEHHEA#PHPHeHaH LHSH
#M#eHa#t sHUHr et st H#HAR Ve rfattglte#t H#AHgHe# HO#TH #HPHe#n#d#i#n#gH# #LHOHWHeHr#
#AHUHLR#hH#HOHr #1#LHYH HAH#PHPHeHAH L#SH # # ###d"3HO# #DHa#yH#SHAHBRARVHCH HaRgHheH
#AHQHEHR #HOHTH #PHe#N#A#1#NHOH #HALIH#HgHh#eH#r# HARUALHhHOHr#1i#TtHYH
#AHPHpHeHatt LHsH 1 # # ###d"A#0H #DH#a#yHSH##HALHOHWHeH T # HAHUALH#hHOHr #1ifttH#Y#H
#AHPHpHeHaH LHsH #QHUHaH LH#IHTHYH (# # #%H #HO#TH #HLHAOHWHeHr# #HAHUHtHhHOHrHi#tHYH
#AHpHpHeHat LHsH #wHidt#h# #QHUHaH# | #1HTHYH #SHCHOHr#e#tsH Ha#tt# #HeH#Ha#tsHt# #B#EH
%H #Ho#tf# #HpHo#t#He#nHt#I#a# # #HpHo#i#n#HtH#sHtHe " SHORHHAHTHalXH

#M#eHa#t SHUHr HeH# SHH#HAH#H#NACHWY HEAM#PH L HORYHEeHr# #SHTHa#tHUHASH
#D#e#t#e#r#mBidn#attt#itofnHSH #THI#MHeH #LAaHPHSHEHR (# # #%H# #HOHTH #N#eHwH
#SHt#a#t#UHSH #D#e#tt#e#ri#mtidnfattt#iHtodndsH HwHiHt#h#IH#NY #O#O0H #HdH#Ha#ty#s#H #Ho#T#
#Q#uHa#r#tHe#r# HEH#NHAH #DH#Ha#tH#He###e " THO#HAH#THaxX Quality: assessment of the
accuracy and completeness of the tax program #No more than 3 tax functions
failing TPS in a year###The same tax function cannot fail for 3 consecutive
years##Reemployment Measure###Facilitate Reemployment: % of UI claimants who are
reemployed within the quarter following their first UI payment#Varies by State
See UIPL 17-08##Integrity Measure###UI Integrity: % of BYE estimated by the BAM
survey.#Varies by StateSee UIPL 34-11##Secretary Standards in Regulation #
#HE#1#tr#sHt# #PHa#ty#mite#n#t# #HPHrH#Ho#MHpHLHENHeHisHsH # (H#R#eH#g#u# L Hattt#ittodnt)# i# #
#%# #HO#TH H1#SHL# HPHa#y#mMHe#n#tH#SH HwHIATHhHIHNS #IHAH/H2#1# #d#a#y#HSH # # #
#I#n#t#r#a#SHt#atttiest #UHIH, # #THUHHH HwHeHeHKHSH # #i#e"BHTHHAHHFHIHr #SHIH
#P#Ha#ty#mte#n#t# #PHr#o#MApHTENHeHsHsH #(H#R#eHgHUS I HatttH#ifo#NH ) # 1 # # #%H Ho#TH
#1#sHt# #HPHa#ty#m#eHNHtH#SH HwHIHtH#h#IENH #3#SH #Hd#a#yHSH # # # #
#I#N#tA#r#a#SHt#artHes #URLH, # #THURHH HwieHehKk#sH # # ##H#e" QHISHAHHAFHIHr #SHIH
#P#Hatty#mite#n#t# HPHrHO#MEPHLENHeHSHSH # (H#HR#eH#HgHUH# (HaRt#ifoHNH ) H#H 1 # # #%H HOHTH
#1#sHt# #PHa#ty#meHn#tHsH HwHiHtH#h#IHNY #1#AH/H#2H#1# #HdHa#tyHSH H# # #
#I#n#t#e#r#SHt#artHesr #URLH, # #THURHH #HwieHehKk#SH # # ##H#e" THORHHHAFHIHr #SHIH
#PHa#y#MH#eHNHLH H#PHrHO#MADHIHNHEHSHSH # #(H#RHeHQHUA IHAHLHIAOHNH ) # # # #H%H #HO#TH
#1#sHt# #PHaty#me#n#tdsH HwHiH#t#h#IH#NY #3#5H Hd#ayHsH # # # #
#Il#n#t#e#r#SH#t#atttiest #UHIH, # #THUHHH #HwHeHeHKHASH # # ###e" THBHAHAHLHOHWHEHI #
#AHUHLEhHOHr #i#t#Y#H #HAHPHPHeHaH L#SH #(HR#eHgHUH (HaRtt#iHOHNE ) H# # HU%H
#d#e#c#ifdHe#d# AwHiHt#h#I#NH #3HO0# #Hd#Ha#y#s# #Ho#T# #TH#Hi##i#nHgH #

#itHe " 6HORHHAHLHFORWHEH T # #ARUHTHNRORr #i4t#YH HAHDPHpHeHaH LHSH

# (#R#e#gHUH L Ha# t#1HOHNH ) # 1 # #%H# #d#HeHcHi#dH#HeHdH AwHiHtH#h#I#NH #44#5# #HdHa#y#SH
#o#f# #T#1I#Hi#n#gH # ###e" BHOH#HAHH



#HHAHURTH #HPHe#r#THOHr#mESH #M#a#n#atgiedmitettindty #I#n#THO#r #mHta#t#itoHNH
#M#eHa#t sSHUHr e SHH#SHeHCHr et Hattr#y#HE SH# #SHUHa#n#dHaHr#d#SHHEFRIHr HSHLH
#P#Ha#ty#mtenHt#sH HI#n#t#rHa#sHt#atttH#edt #THUHHH# HwHeHe#k#sH, # HwHiHt#h#i#n#
#1H#AH/H2#1# HA#aRyHSHAFHIHr#SHLHE #PHatty#m#edn#t#sH #I#n#t#r#ats#t#atitHe#
#f#u# 1 #1# #weeks, within 35 daysFirst Payments Interstate full weeks, within
14/21 daysFirst Payments Interstate full weeks, within 35 daysLower Authority
Appeals Timeliness o 30 DaysLower Authority Appeals Timeliness o 45 DaysTax
MeasuresNew Status Determination Timeliness (within 180 days of Quarter Ending
Date)Successor Status Determination Timeliness (within 90 days of Quarter Ending
Date)Successor Status Determination Timeliness (within 180 days of Quarter
Ending Date)Contributory Employer Report Filing TimelinessReimbursing Employer
Report Filing TimelinessSecured Delinquent Contributory Reports Timeliness
Secured Delinquent Reimbursing Reports TimelinessResolved Delinquent
Contributory Reports TimelinessResolved Delinquent Reimbursing Reports
TimelinessContributory Employer Payments Timeliness Reimbursing Employer
Payments TimelinessPercent of Contributory Employer Tax Due Declared
UncollectiblePercent of Reimbursing Employer Receivables Due Declared
UncollectiblePercent of Contributory Employer Accounts Receivable At End of
Report Period to Tax DuePercent of Reimbursing Employer Accounts Receivable At
End of Report Period to Tax DuePercent of Change in Total Wages Resulting from
AuditPercent of Contributory Employers AuditedPercent of Total Wages Audited
(Annualized)Accuracy of New Status DeterminationAccuracy of Successor
DeterminationAccuracy of Status InactivationsTimeliness of CashieringAccurate
Identification and Resolution of Report DelinquencyAccurate Identification and
Resolution of Accounts ReceivableAudits to Meet ESM RequirementsAccuracy of
Contribution Report ProcessingAccuracy of Debits and Billings of Contributory
EmployersAccuracy of Debits and Billings of Reimbursing Employers Accuracy of
Credits and Refunds Accuracy of Benefit ChargingAccuracy of Experience Rating
Cash Management MeasuresAverage Days on DepositTimeliness of transfer from
clearing account to Trust Fund Benefits MeasuresTimeliness of Payments and
Nonmonetary DeterminationsFirst Payments Intrastate full weeksFirst Payments
Interstate full weeksFirst Payments Intrastate, all weeks First Payments
Interstate, all weeksFirst Payments, partial weeksFirst Payments, UCFEFirst
Payments, UCXFirst Payments, workshareContinued Weeks Payment, all weeks
Continued Weeks Payment, partial weeksContinued Weeks Payments, workshare
Intrastate Separation DeterminationsIntrastate Nonseparation Determinations
Interstate Separation DeterminationsInterstate Nonseparation Determinations
Combined Wage Claims Timeliness MeasuresCombined Wage Claim Wage Transfer
Combined Wage Claim Billing Combined Wage Claim ReimbursementsBenefits Accuracy
MeasuresPaid Claim Accuracy Denied Claim AccuracyOperational Overpayment Rates
Benefit Payment Control MeasuresFraud Overpayment Recovery RateNonfraud
Overpayment Recovery RateAppeals MeasuresAppeals Timeliness Measures and Case
Aging MeasuresLower Authority Appeals TimelinessHigher Authority Appeals
TimelinessLower Authority Appeals, Case AgingHigher Authority Appeals, Case
AgingAppeals Quality Measure 1. Lower Authority Appeals Quality - Due
Process Macroeconomic Stabilization MeasuresRecipiency RatesExhaustion Rates



Unemployment Insurance Programs and Other Measuresl. Unemployment Compensation
for Federal Employees (UCFE)2. Unemployment Compensation for ex-Service
Members (UCX)3. Benefit Payment Control (BPC)4. Internal Security (IS)5.

UI Automation Support Account (UIASA)6. State Audits7. Benefit
Accuracy Measurement (BAM)8. Tax Performance System (TPS)9. Data Validation
(DV)10. Benefits, Timeliness, and Quality (BTQ)11. Reporting
Delinquencies
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INFORMATION TECHNOLOGY (IT) CONTINGENCY PLANNINGContingency planning for
information systems is a required process for developing general support systems
(GSS) and major applications (MA) with appropriate backup methods and procedures
for implementing data recovery and reconstitution against IT risks. Risks to
information systems may be natural, technological, or human in nature.
Contingency planning refers to interim measures to recover IT services following
an emergency or system disruption. Interim measures may include the relocation
of IT systems and operations to an alternate site, the recovery of IT functions
using alternate equipment, or the performance of IT functions using manual
methods. The capability to recover and reconstitute data should be integral to
the information system design concept during the Initiation phase of Software
Development Life Cycle of a system. Recovery strategies should be built into
the architecture of the system during the Development phase. The contingency
processes should be tested and maintained during the Implementation phase;
contingency plans should be exercised and maintained during the
Operations/Maintenance phase. NIST SP 800-34, Contingency Planning Guide for
Information Technology Systems, details a seven-step methodology for developing
an IT contingency process and plan. These seven steps are summarized below:Step
1: Develop Contingency Planning Policy Statement A formal department or agency
policy provides the authority and guidance necessary to develop an effective
contingency plan. The statement should define the agencyos overall contingency
objectives; identify leadership, roles and responsibilities, resource
requirements, test, training, and exercise schedules; and develop maintenance
schedules and determine the minimum required backup frequency. Step 2: Conduct
Business Impact Analysis A business impact analysis (BIA) is a critical step to
understanding the information systems components, interdependencies, and
potential downtime impacts. The BIA helps to identify and prioritize critical
IT systems and components. Contingency plan strategy and procedures should be
designed in consideration of the results of the BIA. A BIA is conducted by
identifying the systemos critical resources. Each critical resource is then
further examined to determine how long functionality of the resource could be
withheld from the information system before an unacceptable impact is
experienced. The impact may be something that materializes over time or may be
tracked across related resources and dependent systems (e.g., cascading domino
effect). The time identified is called a maximum allowable outage (MAO). Based
on the potential impacts, the amount of time the information system can be
without the critical resource then provides a recourse recovery priority around
which an organization can plan recovery activities. The balancing point between
the MAO and the cost to recover establishes the information systemos recovery
time objective (RTO). Recovery strategies must be created to meet the RTO. The
strategy must also address recovering information system critical components
within a priority, as established by their individual RTOs.Step 3: Identify
Preventive Controls In some cases, implementing preventive controls might
mitigate outage impacts identified by the BIA. Preventive controls are measures
that detect, deter, and/or reduce impacts to the system. When cost-effective,
preventing an impact is desired over implementing recovery strategies (and
therefore risking data loss and impact to the organization). Preventive
measures are specific to individual components and the environment in which the
components operate. Common controls include:Uninterruptible power supply (UPS);
Fire suppression systems; Gasoline or diesel-powered generators; Air
conditioning systems with excess capacity to permit failure of certain
components; Heat-resistant and waterproof containers for backup media and vital
non-electronic records; and Frequent, scheduled data backups. Step 4: Develop
Recovery Strategies When a disruption occurs despite the preventive measures
implemented, a recovery strategy must be in place to recover and restore data
and system operations within the RTO period. The recovery strategy is designed
from a combination of methods, which together address the full spectrum of
information system risks. The most cost-effective option, based on potential
impact, should be selected and integrated into the information system
architecture and operating procedures. System data must be backed up regularly;
therefore, all IT contingency plans should include a method and frequency for
conducting data backups based on system criticality. Data that is backed up may
need to be stored offsite and rotated frequently, depending upon the criticality
of the system. Major disruptions to system operations may require restoration



activities to be implemented at an alternate site. The type of alternate site
selected must be based on RTO requirements and budget limitations. Equipment
for recovering and/or replacing the information system must be provided as part
of the recovery strategy. Cost, delivery time, and compatibility factors must
also be considered when determining how to provide the necessary equipment.
Agencies must also plan for an alternate site that, at a minimum, provides
workspace for all contingency plan personnel, equipment, and the appropriate IT
infrastructure necessary to execute IT contingency plan and system recovery
activities.The recovery strategy requires personnel to implement the procedures
and test operability. Generally, a member of the organizationos senior
leadership is selected to activate the plan and lead overall recovery
operations. Appropriate teams of personnel (at least two people to ensure there
is a primary and alternate available to execute procedures) are identified to be
responsible for specific aspects of the plan. Personnel should be chosen to
staff the teams based on their normal responsibilities, system knowledge, and
availability to recover the system on an on-call basis. A line of succession
should be defined to ensure that someone could assume the role of senior
leadership if the plan leader is unable to respond. Step 5: Develop IT
Contingency Plan Procedures for executing the recovery strategy are outlined in
the IT contingency plan. The plan must be written in a format that will provide
the users (recovery team leadership and members) the context in which the plan
is to be implemented and the direct procedures, based on role, to execute. The
NIST SP 800-34presents a sample format for developing an IT contingency plan.
The format defines three main phases that govern the actions to be taken
following a system disruption. The Notification/Activation phase describes the
process of notifying recovery personnel and performing a damage assessment. The
Recovery phase discusses a suggested course of action for recovery teams and
personnel to restore IT operations at an alternate site or using contingency
capabilities. The final phase, Reconstitution, outlines actions that can be
taken to return the system to normal operating conditions. Additionally, the
format contains the Supporting Information and Appendices components, which
provide supplemental information necessary to understand the context in which
the plan is to be used and gives additional information that, may be necessary
to execute procedures (e.g., emergency contact information and the BIA). Step 6:
Plan Testing, Training, and Exercises Personnel selected to execute the IT
contingency plan must be trained to perform the procedures, the plan must be
exercised, and the system strategy must be tested. Plan testing should include:
o System recovery on an alternate platform from backup media#o System
performance using alternate equipment##c Coordination among recovery teams#o
Restoration of normal operations##o Internal and external connectivity#o
Notification procedures##Personnel training should include:o Purpose of the
plan#o Security requirements##o Cross-team coordination and communication#ao
Team-specific processes##o Reporting procedures#c Individual responsibilities##
Plan exercises should be designed to examine, individually and then
collectively, various components of the entire plan. Exercises may be conducted
in a classroom setting: discussing specific components of the plan and/or impact
issues; or they may be functional exercises: simulating the recovery using
actual replacement equipment, data, and alternate sites. Step 7: Plan
Maintenance The IT contingency plan must always be maintained in a ready state
for use immediately upon notification. At least, annual reviews of the plan
must be conducted to ensure that key personnel and vendor information, system
components and dependencies, the recovery strategy, vital records, and
operational requirements are up to date. While some changes may be obvious
(e.g., personnel turnover or vendor changes), others will require analysis. The
BIA should be reviewed periodically and updated with new information to identify
new contingency requirements and priorities. Changes made to the plan are noted
in a record of changes, dated, and signed or initialed by the person making the
change. The revised plan, or plan sections are circulated to those with plan
responsibilities. Because of the impact that plan changes may have on
interdependent business processes or information systems, the changes must be
clearly communicated and properly annotated in the beginning of the document.



Risk ManagementAn effective risk management process is an important component of
a successful information security program. The principal goal of an
organizationos risk management process is to protect the organization and its
ability to perform its mission, not just its information assets. Risk
Management is an essential management function of the organization that is
tightly woven into the system development 1life cycle (SDLC). Because risk
cannot be eliminated entirely, the risk management process allows information
security program managers to balance the operational and economic costs of
protective measures and achieve gains in mission capability. By employing
practices and procedures designed to foster informed decision-making, agencies
help protect their information systems and the data that support their own
mission.NIST SP 800-30, Guide for Conducting Risk Assessments, provides for the
development of an effective risk management program.Risk management is an
aggregation of three processes:Risk Assessment,Risk Mitigation, andEvaluation
and Assessment.These three processes are summarized below:Risk Assessment The
goal of the risk assessment process is to identify and assess the risks to a
given environment. The depth of the risk assessment performed can vary greatly
and is determined by the criticality and sensitivity of the system, as applied
to confidentiality, integrity, and availability. To meet the goal of the risk
assessment, a process is divided into following steps:Step 1: System
Characterization Characterizing an information system establishes the scope of
the risk assessment effort, delineates the operational authorization boundaries,
and provides information. This step begins with the identification of the
information system boundaries, resources, and information. When characterizing
the system, the mission criticality and sensitivity are described in sufficient
terms to form a basis for the scope of the risk assessment. Various techniques,
such as questionnaires, interviews, documentation reviews, and automated
scanning tools, can be used to collect the information needed to characterize
the system completely. At a minimum, the system characterization describes the
following individual system components:Hardware; Software;External interfaces to
other systems; Data; and People. In addition to the component descriptions, the
system characterization describes other factors with the potential to affect the
security of the system, such as: System functional requirements; Organizational
security policy and architecture; System network topology; Information flows
throughout the system; Management, operational, and technical security controls
implemented or planned to be implemented for the system; and Physical and
environmental security mechanisms. Step 2: Threat Identification Threat
identification consists of identifying threat sources with the potential to
exploit weaknesses in the system. The threat statement must be tailored to the
individual organization and its processing environment (e.g., end-user computing
habits), which is accomplished by performing a threat evaluation, using the
system characterization as the basis, for the potential to cause harm to the
system. There are common threat sources that typically apply, regardless of the
system, and should be evaluated. These common threats can be categorized into
three areas:Natural threats (e.g., floods, earthquakes, tornadoes, landslides,
avalanches, electrical storms), Human threats (intentional or unintentional),
and Environmental threats (e.g., power failure). In general, information on
natural threats (e.g., floods, earthquakes, storms) should be readily available,
as known threats have been identified by many government and private sector
organizations. 1Intrusion detection tools also are becoming more prevalent, and
government and industry organizations continually collect data on security
events, thereby improving the ability to assess threats realistically. Step 3:
Vulnerability Identification Vulnerability is defined as oa flaw or weakness in
system security procedures, design, implementation, or internal controls that
could be exercised (accidentally triggered or intentionally exploited) and
result in a security breach or a violation of the systemos security policyo.
Vulnerabilities can be identified using a combination of a number of techniques
and sources. Reviews of such sources as previous risk assessments, audit
reports, vulnerability lists, and security advisories can be used to begin the
process of vulnerability identification. System security testing, using methods
such as automated vulnerability scanning tools; security, test, and evaluation
(ST&E); and penetration testing can be used to augment the vulnerability source
reviews and identify vulnerabilities that may not have been previously
identified in other sources. In addition, developing a security requirements



checklist based on the security requirements specified for the system during the
conceptual, design, and implementation phases of the SDLC can be used to provide
a 360-degree inspection of the system. The checklist developed must ensure the
inclusion of appropriate questions in the areas of management, operational and
technical security controls. The results of the checklist can be used as input
for evaluating compliance and noncompliance, which in turn identifies system,
process, and procedural weaknesses that represent potential vulnerabilities.
Step 4: Risk Analysis The risk analysis is a determination (or estimation) of
risk to the system, an analysis that requires the consideration of closely
interwoven factors, such as the security controls in place for the system under
review, the likelihood that those controls will be either insufficient or
ineffective protection of the system, and the impact of that failure. The
following four stepsocontrol analysis, likelihood determination, impact
analysis, and risk determinationcare, in a practical sense, performed
simultaneously or nearly simultaneously because they are so tightly linked to
each other. 1. Control Analysis As previously discussed, the analysis of
controls in place to protect the system can be accomplished using a checklist or
guestionnaire, which is based on the security requirements for the system. The
checklist also provides guidance on testing security controls. The results are
used to strengthen the determination of the likelihood that a specific threat
might successfully exploit a particular vulnerability. 2. Likelihood
Determination Likelihood determination considers a threat sourceos motivation
and capability to exploit vulnerability, the nature of the vulnerability, the
existence of security controls, and the effectiveness of mitigating security
controls. Likelihood ratings are described in the qualitative terms of high,
moderate, and low, and are used to describe how likely a successful exploitation
of a vulnerability is by a given threat. For example, if a threat is highly
motivated and sufficiently capable, and controls implemented to protect the
vulnerability are ineffective, then it is highly 1likely that the attack would be
successful. 1In this scenario, the appropriate likelihood rating would be high.
The likelihood ratings of moderate and low are similarly defined to successively
lesser degrees. 3. Impact Analysis The third factor used in determining the
level of risk to a system is impact. A proper overall impact analysis considers
the following factors: impact to the systems, data, and the organizationos
mission. Additionally, this analysis should also consider the criticality and
sensitivity of the system and its data for the three security domains of
confidentiality, integrity, and availability. Tools such as mission-impact
reports, asset criticality assessment reports, and business impact analyses
results in a rating describing the estimated impact to the system and
organization should a threat successfully exploit vulnerability. While impact
can be described using either a quantitative or qualitative approach, in the
context of information technology (IT) systems and data, impact is generally
described in qualitative terms. As with the ratings used to describe
likelihood, impact levels are described using the terms of high, moderate, and
low. NIST SP 800-30 provides definitions for the impact ratings of low, medium,
and high. 4. Risk Determination Once the ratings for likelihood and impact have
been determined through appropriate analyses, the level of risk to the system
and the organization can be derived by multiplying the ratings assigned for
threat likelihood (e.g., probability) and threat impact. NIST SP 800-30
provides how to calculate an overall risk rating using inputs from the threat
likelihood and impact categories.Step 5: Control Recommendations The goal of the
control recommendations is to reduce the level of risk to the information system
and its data to a level the organization deems acceptable. These
recommendations are essential input for the risk mitigation process, during
which the recommended procedural and technical security controls are evaluated,
prioritized, and implemented. This step is designed to help agencies identify
and select controls appropriate to the organizationos operations and mission
that could mitigate or eliminate the risks identified in the preceding steps.
The following factors should be considered in recommending controls and
alternative solutions to minimize or eliminate identified risks: Effectiveness
of recommended options (e.g., system compatibility):Legislation and regulation;
Organizational policy; Operational impact; and Safety and reliability. Step 6:
Results Documentation The risk assessment report is the mechanism

used to report the results formally of all risk assessment activities. The



intended function of this report is to describe and document the risk posture of
the system while it is operating in its stated environment (as described in the
system characterization) and to provide organization managers with sufficient
information so that they can make sound, risk-based decisions, such as resources
that must be allocated to the risk mitigation phase. Lastly, the agency should
ensure that the results of the risk assessment are appropriately reflected in
the systemaos Plan of Action and Milestones (POA&M) and System Security Plan. At
a minimum, the risk assessment report should describe the following:Scope of the
assessment based on the system characterization; Methodology used to conduct the
risk assessment; Individual observations resulting from conducting the risk
assessment; and Estimation of the overall risk posture of the system. The risk
assessment process is usually repeated at least every three years. However,
risk assessments should be conducted and integrated into the SDLC for
information systems. Risk Mitigation The second phase of the risk management
process is risk mitigation. Because it is impractical, if not impossible, to
eliminate all risk from a system, risk mitigation strives to prioritize,
evaluate, and implement the appropriate risk-reducing controls recommended from
the risk assessment process. Managers may use several options to reduce the
risk to a system. These options are risk assumption; risk avoidance; risk
limitation; risk planning, research, and acknowledgement; and risk transference.
A straightforward strategy can be used to determine whether risk mitigation
actions are necessary. Working from each risk identified and analyzed in the
first processorisk assessmentomanagers must then decide whether the risk is
acceptable or unacceptable and, subsequently, whether to implement additional
controls or not to mitigate unacceptable risks. Once the decision has been made
on which risks are to be addressed in the risk mitigation process, a seven-step
approach is used to guide the selection of security controls: 1. Prioritize
actions; 2. Evaluate recommended control options; 3. Conduct cost-benefit
analyses; 4. Select controls; 5. Assign responsibility; 6. Develop a safeguard
implementation plan; and 7. Implement selected control(s). The process of
selecting controls to mitigate identified risks to an acceptable level is based
on the security categorization of the system. For new systems, once the
security controls for the system have been identified and refined and an initial
risk assessment conducted, the selected controls must be implemented. For
legacy systems, the security controls that are selected are verified.
Organizations can leverage controls used among multiple systems by designating
them as common controls where implementation, assessment, and monitoring is
conducted at an organizational level or by areas of specific expertise (e.g.,
human resources, physical security, building management). The system owner must
understand who is responsible for implementing these controls and identify the
risk that this extension of trust will generate.Because it is impracticable to
eliminate all risk, it is important to note that even after the controls have
been selected and implemented, some degree of residual risk will remain. The
remaining residual risk should be analyzed to ensure that it is at an acceptable
level. After the appropriate controls have been put in place for the identified
risks, the authorizing official should sign a statement accepting any residual
risk. Either the official should authorize the operation of the new information
system or request continued processing of the existing information system. If
the residual risk has not been reduced to an acceptable level, the risk
management cycle must be repeated to identify a way of lowering the residual
risk to an acceptable level. Evaluation and Assessment The third and final phase
in the risk management process is evaluation and assessment. The art of risk
management in todayos dynamic and constantly changing IT environments must be
ongoing and continuously evolving. Systems are upgraded and expanded,
components are improved, and architectures are constantly evolving.The
evaluation and assessment of security controlss effectiveness must be performed.
The results are used to provide an Authorizing Official with the essential
information needed to make a credible, risk-based decision on whether to
authorize the operation of the information system. The reuse of assessment data
will not only save valuable resources, but also provide the most up-to-date risk
information for the authorizing official. Many of the risk management activities
are conducted during a snapshot in timeca static representation of a dynamic
environment. A1l the changes that occur to systems during normal, daily
operations have the potential to affect the security of the system adversely in



some fashion, and it is the goal of the risk management evaluation and
assessment process to ensure that the system continues to operate in a safe and
secure manner. This goal can be partially reached by implementing a strong
configuration management program. In addition to monitoring the security of an
information system on a continuous basis, agencies must track findings from the
security control assessment to ensure they are addressed appropriately and do
not continue to pose or introduce new risks to the system.



System Security PlanningThe objective of system security planning is to improve
the protection of information system resources. The protection of a system must
be documented in a system security plan. The purpose of the system security
plan is to provide an overview of the security requirements of the system and
describe the controls in place or planned for meeting those requirements. The
system security plan also delineates responsibilities and expected behavior of
all individuals who access the system. It should reflect input from various
managers with responsibilities concerning the system.NIST SP 800-18 Guide for
Developing Security Plans for Federal Information Systems, provides basic
information on how to prepare a system security plan in accordance with
applicable federal requirements, and it is easily adaptable to a variety of
organizational structures.Program managers, system owners, and security
personnel in the organization must understand the system security planning
process. In addition, users of the information system and those responsible for
defining system requirements should also be familiar with the system security
planning process, as the system security plan is an important deliverable in the
SDLC process. Those responsible for implementing and managing information
systems must participate in addressing security controls to be applied to their
systems.ApplicationsAll information systems must be covered by a system security
plan. Systems can be labeled as a major application (MA) or general support
system (GSS). MA is defined as an application that requires special attention
to security due to the risk and magnitude of harm resulting from the 1loss,
misuse, or unauthorized access to or modification of the information in the
application. GSS is defined as an interconnected set of information resources
under the same direct management control that shares common functionality. It
normally includes hardware, software, information, data, applications,
communications, and people. A minor application is an application, other than
major application, that requires attention to security due to the risk and
magnitude of harm resulting from the loss, misuse, or unauthorized access to or
modification of the information in the application. Minor applications are
typically included as part of a GSS.Security Planning Roles and Responsibilities
Agencies should develop policy on the system security planning process. System
security plans are living documents that require periodic review, modification,
and plans of action and milestones (POA&M) for implementing security controls.
Procedures should be in place outlining who reviews the plans, keeps the plan
current, and follows up on planned security controls.The roles and
responsibilities in this section are specific to information system security
planning.Chief Information Officer The chief information officer (CIO) is the
agency official responsible for developing and maintaining an agency-wide
information security program and has the following system security planning
responsibilities: Designating a Senior Agency Information Security Officer
(SAISO) who shall carry out the CIO's responsibilities for system security
planning such as: Developing and maintaining information security policies,
procedures, and control techniques to address system security planning; Managing
the identification, implementation, and assessment of common security controls;
Ensuring that personnel with significant responsibilities for system security
plans are trained; Assisting senior agency officials with their responsibilities
for system security plans; and Identifying and developing common security
controls for the agency. Information System Owner The information system owner
is the agency official responsible for the overall procurement, development,
integration, modification, and operation and maintenance of the information
system. The information system owner has the following responsibilities related
to system security plans: Developing the system security plan in coordination
with information owners, the system administrator, the information system
security officer (ISSO), the SAISO, and functional "end users"; Maintaining the
system security plan and ensuring that the system is deployed and operated
according to the agreed-upon security requirements; and Ensuring that system
users and support personnel receive the requisite security training (e.g.,
instruction in rules of behavior) and assisting in the identification,
implementation, and assessment of the common security controls. Information
Owner The information owner is the agency official with statutory or operational
authority for specified information and is responsible for establishing the
controls for information generation, collection, processing, dissemination, and
disposal. The information owner has the following responsibilities related to



system security plans: Establishing the rules for the appropriate use and
protection of the subject data/information (rules of behavior);Providing input
to information system owners on the security requirements and security controls
for the information systems where the information resides; Deciding who has
access to the information system and determining what types of privileges or
access rights; and Assisting in identifying and assessing the common security
controls where the information resides. Senior Agency Information Security
Officer The SAISO is the agency official responsible for serving as the CIOams
primary liaison to the agencyos information system owners and ISSOs. The SAISO
has the following responsibilities related to system security plans:Carrying out
the CIOos responsibilities for system security planning; Coordinating the
development, review, and acceptance of system security plans with information
system owners, ISSOs, and the authorizing official; Coordinating the
identification, implementation, and assessment of the common security controls;
and Possessing professional qualifications, including training and experience,
required to develop and review system security plans. Information System
Security Officer The ISSO is the agency official assigned responsibility by the
SAISO, authorizing official, management official, or information system owner
for ensuring that the appropriate operational security posture is maintained for
an information system or program. The ISSO has the following responsibilities
related to system security plans: Assisting the SAISO in identifying,
implementing, and assessing the common security controls; and Actively
supporting the development and maintenance of the system security plan, to
include coordinating system changes with the information system owner and
assessing the security impact of those changes. Rules of Behavior The rules of
behavior should clearly delineate responsibilities and expected behavior of all
individuals with access to the system. The rules should state the consequences
of inconsistent behavior or noncompliance and be made available to every user
prior to receiving authorization for system access. It is required that the
rules contain a signature page for each user to acknowledge receipt, indicating
that they have read, understand, and agree to abide by the rules of behavior.
Electronic signatures are acceptable for use in acknowledging the rules of
behavior. Following lists the examples of what should be covered in typical
rules of behavior: Delineate responsibilities, expected use of system, and
behavior of all usersDescribe appropriate limits on interconnectionsDefine
service provisions and restoration prioritiesBe clear on consequences of
behavior not consistent with rulesIt covers the following topics:Work at home
Dial-in access Connection to the Internet Use of copyrighted workUnofficial use
of government equipment Assignment and limitations of system privileges and
individual accountability Password usage Searching databases and divulging
information Agencies can incorporate, by reference, the agency body of policies
and procedures governing information security and other applicable policies in
the text of the rules of behavior.System Security Plan Approval Organizational
policy should clearly define who is responsible for system security plan
approval and procedures developed for plan submission, including any special
memorandum language or other documentation required by the agency. System
Boundary Analysis and Security Controls Before the system security plan is
developed, the information system as well as the information itself should be
categorized based on impact analysis. NIST issued FIPS 199, Standards for
Security Categorization of Federal Information and Information Systems to
develop standards for categorizing information and information systems. Refer
to FIPS Publication 199 for more information on system categorization. Then a
determination can be made as to which systems in the inventory can be logically
grouped into GSSs or MAs. The FIPS 199 impact levels should be considered when
the system boundaries are drawn and when selecting the initial set of security
controls (e.g., control baseline). The baseline security controls can then be
tailored based on an assessment of risk and local conditions, including
organization-specific security requirements, specific threat information, cost-
benefit analyses, the availability of compensating controls, or special
circumstances. Common security controls, which is one of the tailoring
considerations, must be identified prior to system security plan preparation to
identify those controls covered at the agency level that are not system-
specific. These common security controls can then be incorporated into the
system security plan by reference.



Security Controls FIPS 200, Minimum Security Requirements for Federal
Information and Information Systems provides seventeen minimum-security
requirements for the information systems. The requirements represent a broad-
based, balanced information security program that addresses the management,
operational, and technical aspects of protecting the confidentiality, integrity,
and availability of the information and information systems. An agency should
meet the minimum-security requirements in this standard by applying security
controls selected in accordance with NIST SP 800-53, Recommended Security
Control for Federal Information Systems and the designated impact levels of the
information systems. An agency has the flexibility to tailor the security
control baseline in accordance with the terms and conditions set forth in the
standard. Tailoring activities include: (1) the application of scoping
guidance, (2) the specification of compensating controls, and(3) the
specification of agency-defined parameters in the security controls, where
allowed. The system security plan should document all tailoring activities.
Scoping GuidanceScoping guidance provides an agency with specific terms and
conditions on the applicability and implementation of individual security
controls in the security control baselines defined in NIST SP 800-53. System
security plans should clearly identify which security controls used scoping
guidance. 1In addition, system security plans should include a description of
the type of considerations that were made.Compensating Controls Compensating
security controls are the management, operational, or technical controls used by
an agency in lieu of prescribed controls in the low, moderate, or high security
control baselines, which provide equivalent or comparable protection for an
information system. Compensating security controls for an information system
should be used by an agency only under the following conditions: (1) The agency
selects the compensating controls from the security control catalog in NIST SP
800-53; (2) The agency provides a full and complete rationale and justification
for how the compensating controls provide an equivalent security capability or
level of protection for the information system; and (3) The agency assesses and
formally accepts the risk associated with using the compensating controls in the
information system. Common Security Controls An agency-wide view of the
information security program facilitates the identification of common security
controls that can be applied to one or more agency information systems. Common
security controls can apply to all agency information systems; a group of
information systems at a specific site; or common information systems,
subsystems, or applications (i.e., common hardware, software, and/or firmware)
deployed at multiple operational sites. Common security controls are typically
identified during a collaborative agency-wide process that involves the CIO,
SAISO, authorizing officials, information system owners, and ISSOs.For
efficiency in developing system security plans, common security controls should
be documented once and then inserted or imported into each system security plan
for the information systems within the agency. Security Control Selection An
agency should meet the minimum-security requirements in FIPS 199 by selecting
the appropriate security controls and assurance requirements as described in
NIST SP 800-53. The process of selecting the appropriate security controls and
assurance requirements for agency information systems to achieve adequate
security is a multifaceted, risk-based activity involving management and
operational personnel within the agency. Subsequent to the security
categorization process, an agency must select an appropriate set of security
controls for their information systems that satisfy the minimum-security
requirements set forth in FIPS 200. The selected set of security controls must
be one of three security control baselines from NIST SP 800-53 (see Table below)
that are associated with the designated impact levels of the agency information
systems as determined during the security categorization process.FIPS 199
CategorizationPotential Impact ##Security Objective #Low #Moderate #High
##Confidentiality Preserving authorized restrictions on information access and
disclosure, including means for protecting personal privacy and proprietary
information. [44 U.S.C., SEC. 3542] #The unauthorized disclosure of information
could be expected to have a limited adverse effect on organizational operations,
organizational assets, or individuals.#The unauthorized disclosure of
information could be expected to have a serious adverse effect on organizational
operations, organizational assets, or individuals.#The unauthorized disclosure
of information could be expected to have a severe or catastrophic adverse effect



on organizational operations, organizational assets, or individuals.##Integrity
Guarding against improper information modification or destruction, and includes
ensuring information non-repudiation and authenticity. [44 U.S.C., SEC. 3542]
#The unauthorized modification or destruction of information could be expected
to have a limited adverse effect on organizational operations, organizational
assets, or individuals.#The unauthorized modification or destruction of
information could be expected to have a serious adverse effect on organizational
operations, organizational assets, or individuals.#The unauthorized modification
or destruction of information could be expected to have a severe or catastrophic
adverse effect on organizational operations, organizational assets, or
individuals.##Availability Ensuring timely and reliable access to and use of
information. [44 U.S.C., SEC. 3542] #The disruption of access to or use of
information or an information system could be expected to have a limited adverse
effect on organizational operations, organizational assets, or individuals.#The
disruption of access to or use of information or an information system could be
expected to have a serious adverse effect on organizational operations,
organizational assets, or individuals.#The disruption of access to or use of
information or an information system could be expected to have a severe or
catastrophic adverse effect on organizational operations, organizational assets,
or individuals.##Completion and Approval Dates The completion date of the system
security plan should be provided. The completion date should be updated
whenever the plan is periodically reviewed and updated. The system security
plan should also contain the date the authorizing official or the designated
approving authority approves the plan. 0Ongoing System Security Plan Maintenance
Once the information system security plan is approved, it is important to
periodically assess the plan; review any change in system status, functionality,
design, etc.; and ensure that the plan continues to reflect the correct
information about the system. This documentation and its accuracy are
imperative for system recertification and reaccreditation activity. All plans
should be reviewed and updated, if appropriate, at least annually. Some items
to include in the review are:Change in information system owner; Change in
information security representative; Major change in system architecture; Change
in system status; Additions/deletions of system interconnections; Change in
system scope; and Change in authorizing official.
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SAMPLE IT CONTINGENCY PLAN FORMATThis sample format provides a template for
preparing an information technology (IT) contingency plan. The template is
intended to be used as a guide, and the Contingency Planning Coordinator should
modify the format as necessary to meet the systemos contingency requirements and
comply with internal policies. Where practical, the guide provides instructions
for completing specific sections. Text is added in certain sections; however,
this information is intended only to suggest the type of information that may be
found in that section. The text is not comprehensive and should be modified to
meet specific agency and system considerations. The IT contingency plan should
be marked with the appropriate security label, such as Official Use Only.



IT CONTINGENCY PLAN1. INTRODUCTION 1.1 PURPOSE This {system name} Contingency
Plan establishes procedures to recover the {system name} following a disruption.
The following objectives have been established for this plan: Maximize the
effectiveness of contingency operations through an established plan that
consists of the following phases: Notification/Activation phase to detect and
assess damage and to activate the plan Recovery phase to restore temporary IT
operations and recover damage done to the original system Reconstitution phase
to restore IT system-processing capabilities to normal operations. Identify the
activities, resources, and procedures needed to carry out {system name}
processing requirements during prolonged interruptions to normal operations.
Assign responsibilities to designated {Organization name} personnel and provide
guidance for recovering {system name} during prolonged periods of interruption
to normal operations. Ensure coordination with other {Organization name} staff
who will participate in the contingency planning strategies. Ensure coordination
with external points of contact and vendors who will participate in the
contingency planning strategies. 1.2 APPLICABILITY The {system name} Contingency
Plan applies to the functions, operations, and resources necessary to restore
and resume {Organization name}os {system name} operations as it is installed at
primary location name, City, State. The {system name} Contingency Plan applies
to {Organization name} and all other persons associated with {system name} as
identified under Section 2.3, Responsibilities. The {system name} Contingency
Plan is supported by plan name, which provides the purpose of plan. Procedures
outlined in this plan are coordinated with and support the plan name, which
provides purpose of plan. 1.3 SCOPE 1.3.1 Planning Principles Various scenarios
were considered to form a basis for the plan, and multiple assumptions were
made. The applicability of the plan is predicated on two key principles:The
{Organization name}os facility in City, State, is inaccessible; therefore,
{Organization name} is unable to perform {system name} processing for the
Department.



A valid contract exists with the alternate site that designates that site in
City, State, as the {Organization name}os alternate operating facility.
{Organization name} will use the alternate site building and IT resources to
recover {system name} functionality during an emergency that prevents access to
the original facility. The designated computer system at the alternate site has
been configured to begin processing {system name} information. The alternate
site will be used to continue {system name} recovery and processing throughout
the period of disruption, until the return to normal operations. 1.3.2
Assumptions Based on these principles, the following assumptions were used when
developing the IT Contingency Plan:The {system name} is inoperable at the
{Organization name} computer center and cannot be recovered within 48 hours. Key
{system name} personnel have been identified and trained in their emergency
response and recovery roles; they are available to activate the {system name}
Contingency Plan. Preventive controls (e.g., generators, environmental controls,
waterproof tarps, sprinkler systems, fire extinguishers, and fire department
assistance) are operational at the time of the disaster. Computer center
equipment, including components supporting {system name}, are connected to an
uninterruptible power supply (UPS) that provides 45 minutes to 1 hour of
electricity during a power failure. {system name} hardware and software at the
{Organization name} original site are unavailable for at least 48 hours. Current
backups of the application software and data are intact and available at the
offsite storage facility. The equipment, connections, and capabilities required
to operate {system name} are available at the alternate site in City, State.
Service agreements are maintained with {system name} hardware, software, and
communications providers to support the emergency system recovery. The {system
name} Contingency Plan does not apply to the following situations:Overall
recovery and continuity of business operations. The Business Resumption Plan
(BRP) and Continuity of Operations Plan (COOP) are appended to the plan.



Emergency evacuation of personnel. The Occupant Evacuation Plan (OEP) is
appended to the plan. Any additional constraints should be added to this list.
1.4 REFERENCES/REQUIREMENTS This {system name} Contingency Plan complies with
the {Organization name}cos IT contingency planning policy as follows: The
organization shall develop a contingency planning capability to meet the needs
of critical supporting operations in the event of a disruption extending beyond
72 hours. The procedures for execution of such a capability shall be documented
in a formal contingency plan and shall be reviewed at least annually and updated
as necessary. Personnel responsible for target systems shall be trained to
execute contingency procedures. The plan, recovery capabilities, and personnel
shall be tested to identify weaknesses of the capability at least annually. The
{system name} Contingency Plan also complies with the following federal and
departmental policies:The Computer Security Act of 1987 OMB Circular A-130,
Management of Federal Information Resources, Appendix III, November 2000.
Federal Preparedness Circular (FPC) 65, Federal Executive Branch Continuity of
Operations, July 1999 Presidential Decision Directive (PDD) 67, Enduring
Constitutional Government and Continuity of Government Operations, October 1998
PDD 63, Critical Infrastructure Protection, May 1998 Federal Emergency
Management Agency (FEMA), The Federal Response Plan (FRP), April 1999 Defense
Authorization Act (Public Law 106-398), Title X, Subtitle G, oGovernment
Information Security Reform,o October 30, 2000 Any other applicable federal
policies should be added Any other applicable departmental policies should be
added.



1.5 RECORD OF CHANGES Modifications made to this plan since the last printing
are as follows: Record of Changes##Page No.#Change Comment#Date of
Change#Signature#######H#tHH#H#H#H##HAH##H##H##2 . CONCEPT OF OPERATIONS 2.1 SYSTEM
DESCRIPTION AND ARCHITECTURE Provide a general description of system
architecture and functionality. Indicate the operating environment, physical
location, general location of users, and partnerships with external
organizations/systems. Include information regarding any other technical
considerations that are important for recovery purposes, such as backup
procedures. Provide a diagram of the architecture, including security controls
and telecommunications connections. 2.2 LINE OF SUCCESSION The {organization
name} sets forth an order of succession, in coordination with the order set
forth by the department to ensure that decision-making authority for the {system
name} Contingency Plan is uninterrupted. The Chief Information Officer (CIO),
{organization name} is responsible for ensuring the safety of personnel and the
execution of procedures documented within this {system name} Contingency Plan.
If the CIO is unable to function as the overall authority or chooses to delegate
this responsibility to a successor, the Deputy CIO shall function as that
authority. Continue description of succession as applicable. 2.3
RESPONSIBILITIES The following teams have been developed and trained to respond
to a contingency event affecting the IT system. The Contingency Plan establishes
several teams assigned to participate in recovering {system name} operations.
The {team name} is responsible for recovery of the {system name} computer
environment and all applications. Members of the team name include personnel who
are also responsible for the daily operations and maintenance of {system name}.
The team leader title directs the {team name}. Continue to describe each team,
their responsibilities, leadership, and coordination with other applicable teams
during a recovery operation. The relationships of the team leaders involved in
system recovery and their member teams are illustrated in Figure XX below.
(Insert hierarchical diagram of recovery teams. Show team names and leaders; do
not include actual names of personnel.) Describe each team separately,
highlighting overall recovery goals and specific responsibilities. Do not detail
the procedures that will be used to execute these responsibilities. These
procedures will be itemized in the appropriate phase sections.



3. NOTIFICATION AND ACTIVATION PHASE This phase addresses the initial actions
taken to detect and assess damage inflicted by a disruption to {system name}.
Based on the assessment of the event, the plan may be activated by the
Contingency Planning Coordinator. In an emergency, the {Organization name}os top
priority is to preserve the health and safety of its staff before proceeding to
the Notification and Activation procedures. Contact information for key
personnel is located in Personnel Contact list appendix. The notification
sequence is listed below: The first responder is to notify the Contingency
Planning Coordinator. All known information must be relayed to the Contingency
Planning Coordinator. The systems manager is to contact the Damage Assessment
Team Leader and inform them of the event. The Contingency Planning Coordinator
is to instruct the Team Leader to begin assessment procedures. The Damage
Assessment Team Leader is to notify team members and direct them to complete the
assessment procedures outlined below to determine the extent of damage and
estimated recovery time. If damage assessment cannot be performed locally
because of unsafe conditions, the Damage Assessment Team is to follow the
outline below. Damage Assessment Procedures: (Detailed procedures should be
outlined to include activities to determine the cause of the disruption;
potential for additional disruption or damage; affected physical area and status
of physical infrastructure; status of IT equipment functionality and inventory,
including items that will need to be replaced; and estimated time to repair
services to normal operations.) Upon notification from the Contingency Planning
Coordinator, the Damage Assessment Team Leader is to o The Damage Assessment
Team is to o. Alternate Asses#s#m#e#n#t# #PHr#o#HcHe#dRUHr#e#sH  ###UHpHOHNH
#n#o#t#iftT#ittcHattt#ittoftnyt #T#r#o#m# #Hi#h#te# #HCHO#NHtLHI#NHgHeHNHCHYH

#P# l#a#n#n#ifin#g# #CHOHOHr#d#I#NHaHtHOH I #, # #HUi#h#te# #HDHa#m#a#gHe#
#A#SHsHe#sHsHEMBe#n#tH #HTHeHa#m# HLHeHaHdHeHr# #Hi#SH H#LHOH# #& H#HTHh#He#H
#D#a#m#tagHe# #HA#SHSHeH#sHSHMHeHNALH HTHeHatm#t #Hi#s# #HUHo# #& .# ###" #Wi#h#He#n#
#d#a#m#tartgHe#t #Ha#tsHsHe#sH#sHmie#n#t# #h#ta#ts# #Hb#e#e#n#t HcHO#MHPH L He#tHeHdH, #
#t#h#te# #DHa#m#argHe# #HAH#SHSHeHSHSHMHeHNHLH HTHeH#Ha#m#t HL#eHa#dHe#r# #i#s# #t#o#
#n#o#t#ifTHYH #t#th#te# #CHO#HNHUH#I#NHgHeHNHCHYH #PH##a#n#n#ifn#g#

#CHoOHO#r #d#i#NHattHoHr# #Ho#TH #t#h#te# Hr#e#sHuH L #tHsH. # ###" #T#Hhite#
H#HCHO#NALHIHNHQHEHNHCHYH #PH Ha#n#NHIENHQH HCHOHORr#dHIH#NHaARLHOHI# #i#SH #HiH#OH
#e#v#a# Hutattt#e#t #t#h#e#t #HrHe#sHud I#tHSH Ha#tn#d# #Hd#e#tH#e#r#m#idntes#t
#wih#te#tith#tetir# #t#h#te# #HoHo#N#HtHI#NHgHeH#NHCHYH #p# Ha#n# #i#ts# #i#o# #bie#
#a#tcHt#iftviatt#estd#t #Ha#n#d# #i#T# #Hr#e# 1 #oftcHa#tt#ito#tny H#Hi#tsH
#Hr#e#qRusitr#e#ds . # ##4#" #BHa#SHeHdH# H#HOHNH Ha#SHSHeH#HSHSHMHEEHNHLH

#rie#st#tut LHtH#s#, # #Ht#h#e#t #CHoO#n#t#I#NH#HgH#e#NnH#CHY Planning Coordinator is to
notify assessment results to civil emergency personnel (e.g., police, fire) as
appropriate.



The Contingency Plan is to be activated if one or more of the following criteria
are met: 1. {System name} will be unavailable for more than 48 hours 2. Facility
is damaged and will be unavailable for more than 24 hours 3. Other criteria, as
appropriate. If the plan is to be activated, the Contingency Planning
Coordinator is to notify all Team Leaders and inform them of the details of the
event and if relocation is required. Upon notification from the Contingency
Planning Coordinator, Team Leaders are to notify their respective teams. Team
members are to be informed of all applicable information and prepared to respond
and relocate if necessary. The Contingency Planning Coordinator is to notify the
off-site storage facility that a contingency event has been declared and to ship
the necessary materials (as determined by damage assessment) to the alternate
site. The Contingency Planning Coordinator is to notify the Alternate site that
a contingency event has been declared and to prepare the facility for the
Organizationos arrival. The Contingency Planning Coordinator is to notify
remaining personnel (via notification procedures) on the general status of the
incident.



4. RECOVERY OPERATIONS This section provides procedures for recovering the
application at the alternate site, whereas other efforts are directed to repair
damage to the original system and capabilities. The following procedures are for
recovering the {system name} at the alternate site. Procedures are outlined per
team required. Each procedure should be executed in the sequence it is
presented to maintain efficient operations. Recovery Goal. State the first
recovery objective as determined by the Business Impact Assessment (BIA). For
each team responsible for executing a function to meet this objective, state the
team names and list their respective procedures.{team name}

HEHBH IR HBHHBH B H B R R HR " #THeHa#M# #RHEHCHORVHEH N #YH#
#P#Hr#o#CHe#dHURr HettsH ##{#t#eHa#m# #nH#a#mBe# I # ###" #HTHeHa#m#t #R#eH#HcHO#VHeHr H#yH#
#P#r#o#cHe#dH#utrettsH ##{#t#eHa#mE #n#a#mie#}# ###" #HTHe#a#tm#t #R#e#cHo#vHeHr#yH
#PHr#O#CHEeHAHUR T #EeHSH H#HHARHEHCHORVHEHI #YH H#HGHOHAH# L#.# # #SH#Hi#Ha#t#e# #i#h#e#
#sHe#cHo#NHdH #HriteficHo#viteftiriyH #Ho#tb#HjHeH#cHt#i#vHeH# HaHsH #Hd#eHtHe#r#m#idn#etdH
#b#y# #t#th#e#t #BHIH#AH.# #FHO#r# #He#afic#h#t #t#te#a#im# #Hr#e#s#pHo#n#s#ittb# Lite#
#t#o#tr# #He#x#te#cHudt#ifn#tgh #Ha# #HTHuHNHCHU#IHOHNH #Ht#o# #HmH#eHe#t# #t#h#i#ts#
#o#b# jHefticHt#iftviieH, # H#sHtH#a#it#e#t #i#h#e# #HiHeHa#tm# #HnHa#m#e#s#H #Ha#n#d#
#l#i#tsH#t# #t#th#e#i#tr# #rie#sHphetcHtH#ittvited #HpHrHO#CHeHdHURr HeHsH . #H## {# T HeHaHtmH
#nHa#m#e# 1 # ##4#" #HTHeH#a#m# #R#CHCHOHVHCHTIHYH H#PHrHOHCHe#dHUHr#eHsH ##{#HTHeHattm#
#nHa#m#e# 1 # ###" #HTHe#Ha#Hm# #RACHCHOHVHCHIHYH H#PHrHO#HCHe#dHUHr#eHsH ##{#HiHeHattm#
#n#attm#e# }# ###" #THe#a#m# #HR#eHCHOHVHEHT#YH H#HPHr#OHCHeHdRUHr #eHsH #i
#R#eHcHOHfVHeHr#y# #HGHOHaH | #.# # #SHt#a#t#e# #Ui#h#te# #Hr#e#m#a#i#n#i#n#gH
H#Hr#e#HCHO#VHEH T #Y# Ho#b# jHeHcHt#i#VHEHSH #(HaHs# #d#e#t#e#rmined by the BIA). For
each team responsible for executing a function to meet this objective, state the
team names and list their respective procedures.



5. RETURN TO NORMAL OPERATIONS This section discusses activities necessary for
restoring {system name} operations at the {Organization name}cs original or new
site. When the computer center at the original or new site has been restored,
{system name} operations at the alternate site must be transitioned back. The
goal is to provide a seamless transition of operations from the alternate site
to the computer center. Original or New Site Restoration Procedures should be
outlined, per necessary team, to restore or replace the original site so that
normal operations may be transferred. IT equipment and telecommunications
connections should be tested.{team name}

HAHHHHBHHHH BB HAH BB HHH AR HAH R HH R H A HHH R H AR HHH AR H A R R R
HHtHHH R HHHHHH AR AR HAHHH A R R R R R R R R R AR AR HHHHH AR
HEHBHHHHBHH SRR R #THefadnd #R#eHsHUMApHT#I#O#NH
#P#Hr#o#CHeHdHURr#eHsH #H{#tH#eHatmE #nH#atmieH# }# ###H" HTHe#Ha#m#
#R#e#sHUAMHPHLA#IAOHNH H#PHr#HOHCHeR#dHUHr HeltsH HEHEH . #1# HCHOANHCHUHRARHAEHNHTH
#PHRAOHCHEHSHSHIH#NHGH #AHPHIrHOHCHeHdHUHr #HeHsH #Ss#Hh#OHUH# L#AH #bHe#

#Ho#u#t# #idn#e#d#, # #HpHe#ir# #nHeficHe#tsHsHatrity# #HiHteHta#m#t, # #t#Ho#
#o#pHe#riatitie#t #t#th#e# #s#y#Hs#Ht#e#m#t #i#n# #HoHo#Ho#r#d#i#n#aft#i#o#NE HwHiHtH#NH
#t#h#te# #sHy#sH#t#ettim# #Ha#tt# #t#h#e# Ho#Hr#i#g#i#n#a#l# HOHr# #nHeHwH# #HsHi#t#He# . #
# #T#Hh#e#sHe# #pHrHoHcHe#d#UHr#eH#sH #Hs#h#o#UH# H#HAH #i#nHcH L#U#dHeH
#t#e#s#t#IHNHQH #i#th#te# HOHr#i#gRI#NHAH# HOHIr# #n#eHwH #SHy#HSHTHeHMH
Hu#n#t#i#t | # #i#t# #i#ts# #THUENHCHUHIHOHNHLIHNHQH #HpHrHOHPpHeHr#1HY#H Ha#n#Hd#
#t#htte# #HoHo#n#tH#i#NHgHeHNHCHYH HSHy#HSHIH#eH#MHE #i#tsH#H #Hs#Hh#HUHLH #HdHOHWHNH
#o#r#afcHe#THUR L# LHY#H . ### {#HiHeHa#tmM# #nHa#m#eH }# ###" #THeHa#m#
H#HR#EHSHUHMHPHLH#IHOHNH #PHrH#HOHCHeHAHUHr HeH#SH #A{#HTHeHa#M# HNHaAHMBCH [ # ##A"
#THeHa#tm#t HR#eH#sHUHMBPHLAIHONNY HPHrHOHCHe#dHUHrH#ettsH HAHHADH . #24# HPHLHAHNH
HDHEHAHCHTHIHVHARTHIHOHNS #H#H#PHr#O#CHe#d#UHr#e#s should be outlined, per
necessary team, to clean the alternate site of any equipment or other materials
belonging to the organization, with a focus on handling sensitive information.
Materials, equipment, and backup media should be properly packaged, labeled, and
shipped to the appropriate location(s). Team members should be instructed to
return to the original or new site. {team name}

HHtHHH R HH R HHHH AR AR R R R R R R R R R AR HHHH AR
HEHBH IR H AR R HTHe#a#m#E #THe#sHIHI#NAGH
#PH#Hr#O#CHeHdHUAr #eHsH #H{#tH#eHaHME #nH#aHmieH# I # #A##" HTHeH#a#m#t #HTHe#SHIHI#NHGH
#P#r#o#CHeRdRUR T #eHSH H#H#



HHOH . # HPHLAAHNY HAHPHPHEHNHDHIHCHEHSH ###THh#te#t #Ha#p#pHe#n#d#ificHeltsH

#i#n#c# #uH#d#e#ds #Hs#h#o#u#tL#dH# #b#te# #b#a#tsHe#d# #Ho#HN# #sHy#s#tH#e#m#t Ha#n#d#
#p# L Ha#n# #Hr#e#qhuHtidr#etmitednttisH . # ##PHeH#r#sHo#n#EN#e# # #HCHOANHTHatCHLH
#LH#IHSHLE #H#EVHeHnHdH#ORr# HCHOANHTHaHCHLH HLAIH#SHIH #HHEHqQHUAIAPpHMHeHNALH Ha#n#d#
#S#pHe#cHidf#itcHattt#ittofinsH ##SHe#r#viiticHest #L#e#vite# | # #A#g#Hr#eements and
Memorandums of Understanding IT Standard Operating Procedures Business Impact
Analysis Related Contingency Plans Emergency Management Plan Occupant Evacuation
Plan Continuity of Operations Plan.



Sample Information System Security Plan TemplateThe following sample has been
provided ONLY as one example. Agencies may be using other formats and choose to
update those to reflect any existing omissions based on this guidance. This is
not a mandatory format; it is recognized that numerous agencies and information
security service providers may have developed and implemented various approaches
for information system security plan development and presentation to suit their
own needs for flexibility. The template instructions, which are separate from
the template, will assist the user when completing the sections of the plan.



Information System Security Planl. Information System Name/Title:2. Information
System Categorization:#LOW##MODERATE##HIGH##3. Information System Owner:4.
Authorizing Official:5. Other Designated Contacts:6. Assignment of Security
Responsibility:7. Information System Operational Status:#Operational##Under
Development##Major Modification## 8. Information System Type: #Major
Application##General Support System##9. General System Description/Purpose##



10. System Environment##11. System Interconnections/Information SharingSystem
Name#0rganization#Type#Agreement (ISA/MOU/MOA)#Date #FIPS 199 Category#C&A

Status#Auth.
Of T icia \#####HHBHHHBHHHBHHHBHH AR HH AR HH AR H AR HH AR TR TR TR TR TR TR

##



12. Related Laws/Regulations/Policies##13. Minimum Security ControlsCONTROL
FAMILY#DESCRIPTION#c lass##Access Control (AC)##Technical##Awareness and Training
(AT )##0perational##Audit and Accountability (AU)##Technical##Certification,
Accreditation, and Security Assessments (CA)##Management##Configuration
Management (CM)##Operational##Contingency Planning
(CP)##0perational##Identification and Authentication (IA)##Technical##Incident
Response (IR)##Operational##Maintenance (MA)##0Operational##Media Protection
(MP)##0perational##Physical & Environmental Protection
(PE)##0perational##Planning (PL)##Management##Personnel Security
(PS)##0perational##Risk Assessment (RA)##Management##System and Services
Acquisition (SA)##Management##System and Communications Protection
(SC)##Technical##System and Information Integrity (SI)##Operational## 14.
Information System Security Plan Completion Date: 15.
Information System Security Plan Approval Date:




Template Instructionsl. Information System Name/TitleUnique identifier and name
given to the system.2. Information System CategorizationIdentify the appropriate
FIPS 199 categorization.3. Information System OwnerName, title, agency, address,
email address, and phone number of person who owns the system.4. Authorizing
OfficialName, title, agency, address, email address, and phone number of the
senior management official designated as the authorizing official.5. Other
Designated ContactsList other key personnel, if applicable; include their title,
address, email address, and phone number.6. Assignment of Security
ResponsibilityName, title, address, email address, and phone number of person
who is responsible for the security of the system.7. Information System
Operational StatusIndicate the operational status of the system. If more than
one status is selected, list which part of the system is covered under each
status.8. Information System TypeIndicate if the system is a major application
or a general support system.9. General System Description/PurposeDescribe the
function or purpose of the system and the information processes.10. System
EnvironmentProvide a general description of the technical system. Include the
primary hardware, software, and communications equipment.l11. System
Interconnections/Information SharingList interconnected systems and system
identifiers (if appropriate), provide the system, name, organization, system
type (major application or general support system), indicate if there is an
ISA/MOU/MOA on file, date of agreement to interconnect, FIPS 199 category, C&A
status, and the name of the authorizing official.12. Related
Laws/Regulations/PoliciesList any laws or regulations that establish specific
requirements for the confidentiality, integrity, or availability of the data in
the system.13. Minimum Security ControlsProvide a thorough description of how
the minimum controls in the applicable baseline are being implemented or planned
to be implemented. The controls should be described by control family and
indicate whether it is a system control, hybrid control, common control, scoping
guidance is applied, or a compensating control is being used.14. Information
System Security Plan Completion DateEnter the completion date of the plan.15.
Information System Security Plan Approval DateEnter the date the system security
plan was approved and indicate if the approval documentation is attached or on
file.
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Unemployment Insurance (UI) Program Integrity Action PlanBackgroundOn July 22,
2010, the Improper Payments Elimination and Recovery Act (IPERA) of 2010 (P.L.
111-204) was enacted. IPERA requires federal agencies and entities receiving
federal funding to ensure that their managers and accountable officers
(including the agency head), programs, and, where applicable, states and
localities, are held accountable for reducing improper payments. To implement
the requirements of IPERA, the Department is requiring State Workforce Agencies
(SWAs) to report their planned activities to prevent, detect, reduce, and
recover improper UI payments as the Unemployment Insurance Program Integrity
Action Plan. A recommended template for the plan has been developed and is
included in Appendix A of this handbook. The action plan should provide:
Strategies and associated actions to reduce root causes, including recovery of
these improper payments; Timeline, expected targets and measures; andType and
source of resources dedicated to accomplish the action plan. To assist the SWAs
in planning, the U.S. Department of Labor (Department) provides each with state-
specific Benefit Accuracy Measurement (BAM) improper payment estimates, and data
regarding the top root causes of overpayments. Program Integrity Action Plan
SpecificsThe plan must identify the SWA officer(s) accountable for reducing
improper payments, summarize the SWAos assessment regarding whether it has the
internal controls, human capital, and information systems and other
infrastructure needed to reduce improper payments to minimal cost-effective
levels, and identify any statutory or regulatory barriers which may limit the
agencieso corrective actions in reducing improper payments. Additionally, the
plan must discuss the root causes of improper payments and present the stateos
strategies to address these causes. Strategies to address Root Causes and
Recovery of Improper Payments. The SWA shall use the BAM improper payment
estimates provided by the Department to develop and describe their strategies to
prevent, detect, and/ or reduce each root cause. Additionally, the strategies
will include actions to improve the recovery of these improper payments.To
determine the root causes for improper payments, each SWA needs to conduct an
analysis of improper payments by reviewing:Cause and responsible party,Cause and
prior actions by the agency, employer and claimant, andCause and BAM error
detection points. Other analysis may include SWA staffing issues, technology
tools used, etc. Prevention. Prevention activities are by definition
proactive. These are actions performed prior to payment issuance to assure that
the payment is accurate when made. Examples of this type of activity include:
Expanding the methods for communicating Benefit Rights and Responsibility
Information (BRI), reviewing information layout and reading level, and testing
claimant understanding;Training employers and claimants on separation
information requirements; Implementation of the State Information Data Exchange
System (SIDES) designed to improve the quality and timeliness of separation
information; Review of state law, rules and regulations, business processes, and
goals that are concerned with employment service (ES) registration and align
these elements to eliminate overpayments. Several business models exist which
may help to eliminate ES Registration errors. Two of the most successful are
outlined below:Claimant responsible for ES registration o SWA stops payment if
the claimant is not registered within 14 days of the initial claim. Weeks
claimed or additional claims automatically maintain registration as active.
Agency responsible for ES registration o SWA collects sufficient information
during the initial claims process to register the claimant for services. This
information is transmitted to Employment Services and the system shows an active
registration; Use of Systematic Alien Verification for Entitlement (SAVE) and
Social Security Administration Crossmatching;Working with a consortium of
states, improve the continued claims taking process (Interactive Voice Response
(IVR) and Internet) design and flow logic to better detect changes in employment
status (earnings to none) within and between weekly certifications to prevent
payments when separations issues occur. To prevent benefit year earnings
reporting errors, SWAs should ensure that the IVR or internet process clearly
focuses first on employment status and then earnings in its series of questions
asked -- for example, oDid you work during the week of mm/dd/yyyy?, How many
hours did you work? How much do you earn per hour?cFocusing on the claimantos
return to work date and earnings verification. If a claimant does not report
work or hours after the return work date, create a call-in reporting requirement
where the claimant has claimed a week after the return to work date and has not



reported earnings; Staff evaluation and training (such as an Expanded Benefit
Timeliness and Quality adjudication evaluation program and issue training); and
Assuring standardized fact-finding questions are used and completed for each
issue type.Detection. Detection activities occur subsequent to payment. These
are actions that the state controls and usually involves crossmatch activities
such as:National Directory of New Hire Crossmatching o check crossmatch time
parameters, agency filters, use mandatory call-ins if a week is claimed and no
earnings are reported;Implement the recommended operating procedures for Cross-
Matching Activity: National and State Directories of New Hires as outlined in
the Unemployment Insurance Program Letter (UIPL) 19-11, National Effort to
Reduce Improper Payments in the Unemployment Insurance (UI) Program;Wage Benefit
Crossmatching o check the pindex calculation to ensure that it reflects current
earnings disregard standards, run the wage benefit crossmatch for 9 consecutive
weeks after the end of a quarter to distribute workload and detect issues as
soon as information is available;Implementation of SIDES to improve the quality
and timeliness of separation and benefit year earnings information and to
receive employer reported information in electronic format so earnings
comparisons can be completed by the computer instead of Benefit Payment Control
(BPC) personnel; Use of data mining to detect such disqualifying issues as
multiple claimants at single address or phone number; andUse of predictive
analysis to identify claims at high risk for overpayments.Reduction. Reduction
activities are those actions which reduce the amount overpaid or the number of
weeks overpaid and involve activities such as:Redesign of BPC workflow to reduce
administrative activities;Using call-in and/or automated orequired to reportao
notices (mail, IVR, email, and Internet) to raise BPC earnings issues quickly;
Use of weighting strategies to prioritize detection workload; andAutomating
certain overpayment establishment decisions, where the business process only
requires earning adjustment notices.Recovery. SWAs will specify the actions
they plan to take to recover overpayments and plans to improve the recovery of
overpayments. (See Unemployment Insurance Program Letter 33-99 oOverpayment
Recovery Technical Assistance Guideo # HYPERLINK
"http://www.oui.doleta.gov/dmstree/uipl/uip199/3399att/3399toc.htm"
##http://www.oui.doleta.gov/dmstree/uipl/uip199/3399att/3399toc.htm# ).
Examples of this would be:Redesign of the BPC overpayment recovery workflow
process;Reduction of administrative activities and/or automation of skip tracing
and billing notices;Implementation of the federal Tax Offset Program (TOP) with
the U S Department of the Treasury; Implementation of a state Tax Offset
Program. Targets and Timeline. When compiling its strategies to address
improper payments, agencies shall set targets for future improper payment levels
and a timeline when the proposed strategies will be completed and within which
the expected targets will be reached. States are encouraged to develop
realistic multiyear initiatives.Resource Allocation: The plan shall include a
description of the type of resources such as human capital, technology and other
tools used to prevent, detect, reduce and recover improper payments. OMB No.:
1205-0132 OMB Expiration Date: 10/31/2014 Estimated Average Response time:
3 hourOMB Burden Statement: These reporting instructions have been approved
under the Paperwork reduction Act of 1995. Persons are not required to respond
to this collection of information unless it displays a valid OMB control number.
Public reporting burden for this collection of information includes the time for
reviewing instructions, searching existing data sources, gathering and
maintaining the data
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Q###H###H#HAHO  #HSH I THAAHaSHQAF S  #HAHHHASHAHBHOYDH HPHOHAHHHBHHAHIH] THHH##ASHIIFS . #



###do YH##SH T THHH#H#QAF S . #o#HKAWHHHHSHHSH T THHHHHORBHIHHHHHH R HHH I HOF ## @Y o #
X#0 | ##o

HEHHBHH BB T R R O OH B HH B HH B HH B HH I
HHHHBHHHHHH R O# o #HOHH O#BRHO####0



HHHHHRHHHHHHH0



HHHHHRHHHHHHH0



HHHHHRHHHHHHH0



HHUHHHHHIH B AOHH#H

HiHaO Y t @t itz z# 1 { Z## | Z## ) z#1#H {8 {HHQ{##C [HHE {##0 | ##x |

#to } Hito HEHHEH R H B o HRHHBH R R H B R R R L R R R e it R
R HR R R LR R L R R LR R LR R R R R R R
HAEHAHSHARHHOYDE HPHOQUAHHAH#HHASHI T HHHAASHQAFS | #HHHARHBHOYDE HPHQUHHBHAHHAH#IHI T HE
##gdFs . #



###do VE##SHI TH####QAF S | #ankdwi###S## S# T THa### OHHHHHIHHR IR Of##RY U |
Hit o HBHHHHHH RO OB HHH R R R O o HH O##
ORBHHOHHHH OB HIHHH ORI OHHHHHEOHHHH# AOHHH

##t#aO###y t®#o

Bt Mo Yt Vito Y ) YHES VHRE L2 YiE - L HH TR S R R O
HHHHHHHHHEE B CHHHHHHHE [ CHHHHHHH

RHBHBHBHBRBHRHARA R AHRHBHBHBH AR HR AR HA R AR BHBHBHBH AR H B HR AR HA AR R A BHBHBHBHBAE
HHBHBHBHE



st do VHHHSHT T### QAR S . HattKAHHHHHSHHSH T THHHHHORHHHHHHHH R R Oty ) |
O R O OB H O H o HH O Y
O O O OB OB OB AO

HHHAOHHHY CRHL HHHHHEHHHOYDH HPHOHHHHHHHHHHD  #HSHT TH###gdF s sttt - Yottt Y2 YT yunl o
N & 8 A R R R R
HUHEHHHOYDH HPHOUHHHHHHHHHSHT FH#HH#QAFS . #



###do Ya##SH L Tauu#gdF s | ##-##KA 3 #aa#SH# S# T TH#### OB B OF ##EY o
#X#U | ##a HHBHHH I T

O#BHHHHHHH OBBHHER B R HO O# B HHH R HHH
HHHHBHHBHHHHROHo HHOHHOBHHHO###H0



HHHHHRHHHHHHH0



HHHHHRHHHHHHH0



HHHHHRHHHHHHH0



HHHHHH R AOH Y

HHHAOHHHD ORBHHH T AR AR # Y C®H o

wa T Y T Y HuD YN FHHO Y HHO Y HHO Y HHO Y CHHH R H DR OB OB
g T L B T B R
HHH R 0 K DRSS H T T A OB O F #4000 #X#0 | ##0

HEHH B T R O OH B HH B HH B HH I
HHHH R HH R O o HHEOHH O##HHO#H##0



HHHHHRHHHHHHH0



HHHHHRHHHHHHH0



HHHHHRHHHHHHH0



HHHHHRHHHHHHAOB##H
#it#aOf#Hy t®Ha#



B VHIHSHT THHEQAFS  HHHBRHEHHHOYDHE HPHOHHHHHHHHHHO | #HSH T TH###QAFS #4401 911}
HHL Y HHEL YO VHHT RO YO Y HHO L HHEO Y1 O HHHHHHHHHH O HHHHHHHHE OB H CHIHHHH
B CH R O OB CHAH I OHHHHHHHE
B
B R R R
B



st Ao VHHHSHT THHHHQAR S | HHHHBEHHHOYDY HPHOUHHHHHHHHHD  HHSHT THHHHQAF S | HHHHHEHHHOYDH
HPHOUHHHHHHHHHSHT FH###gdF S . ##

O }##0 }#

R~~~ R~ X C AR C R W W
W
HH Y



###do VHH#SH LT H#H#H#H#QAFS | #HH#AHAHAHOYDE HPHQUARHHARHH#ASHT THH#AQAUHHH o #RKAPRHHASHHSHT
THH#HHOHHBHHHHHHHHHHHHH R HOF##RY o #X#0 | ##o

HEHHBHH BB T R R O OH B HH B HH B HH B HH I
HHHHBHHHHHH R O# o #HOHH O#BRHO####0



HHHHHRHHHHHHH0



HHHHHRHHHHHHH0



HHHHHRHHHHHHH0



HHHHHRHHHHHHAOB##H

#itta Oty t@#a #H#H#~HH#~HH ~H#

~## 1 ~## 2 ~## S~H#t A~ H#t S~ H#t e ~HHF VHHHHH AR HH AR QHBHH AR H AR H QR AR H AT LR
HEHHHBHHHRHH  BHHHRH R SHARHH A WHA R H A WH B H R H R AR R
#####oh#Noh#gd# .

CHHHBH o h#N o h#gdFs . ###a##S#HaSHOAF s . #####QAFS . #o#rkdp#### SH#SH# T HHBHHOBHHHHIHHH I
HEHHBHH B o #HHOF##EY o #X#U | ##a

HEHH BB L R O OH B HH B HH B HH I
HEHHHH R R O Ho HHOHH OHHHHOH#HHO



HHHHHRHHHHHHH0



HHHHHRHHHHHHH0



HHHHHRHHHHHHH0



HHHHHRHHHHHHAOB##H

#it#aOR##ytRHa Y  E~Hito~#i#Ho oo #HHo o #H# o #H | o

HHOHHBHHHBHHHHH OHBHHHBHH AR HH T HHHAHHHARHHAVHH AR H AR A KSRV R T
K#t###HHBHHHBHVHBHHH R HH B TR H A H A H A OH#ASHI THH##QAF S | ####Hod#Hod#HSH I THA#H [ $
#\

SH#HQAFs . ##to #HKA###HH SHHSH LT HHHHT R0 B ORI H OO ## Y O#o #o HHH#
HHHH R O HH R O Ot H A HH R HH R HH R HHH
HHHBHHE OH o #H OHHOHHHH O HHHHOHHBH Y HHH Y H OB HHH Y HOHHHH Y HHH Y HOHHHE Y #HHY SO###H##H##40
HHHHHHHAOHBHD ORBHHHBHHH D ORHHH Y HHH Y HHHHHYHHHYHBY LFS  Ho THH ###S#H LT ####QAFS . ### | o
##" o #itt o #EZo HEOHHBHHHRHH IR JHBHH BB HH BB H S HHH AR H B H AR H AR H R R
HHAHBHBHBHBEHFHHHH R HAH B H B H B H B H B H R R R R



###SHHSHI TH###aSHYAF s . #HOHHKAO#### SH# S# T THHHHHT #HtHo HHH OB HHHHHHHR I HHH
#HOF##Y 6#0# 0 Ho HHHHHBHHHHHHHHH IO B O B R HO O ###Y
HHHHRHHE HHH P HHH R HHHH R S T HH O o HECHH O BHHHOHH##0



HHEYHIHEHERTHO



HHEYHIHEHERTHO



HHEYHIHEHERTHO



HHH R HHHY SOHHHHHHB AOHHHHHH#R#AOHH##DO



HHHHBHHHHHH D OBHHHHHE HEHHH B HHHHE Y HFY LS | #o THE##H#00##SH# T T####gdF S . ###Z
o#t# [ o ##Po#HWo ## oo o # oo #Hoo#to ##
Co#t#fon#t# | oft# oftto HEHHHBHHHR o BT TR TR TR CHEB TR CHE TR
#URHBHBHBHBHHH UHEH R HHAHBH OHBHAHBHFH I Hf o HHHHHAHAHBH# o BHAHBHEH I o #H AR AR BB Ao
HEHH PR H PR H PR H PR H PR H AR H AR T H#



HHHSHHSHT TH##HaSHOAFS . # #HHSHITH###gdFS . ##UH#Kdo

HHHSHHSH T THAHHHTHHO SR ORI ORI O o HHHHHHHHHE O
QU HHHHHHE B R HHHE R HH R Ot o HHE ORI OHHHHO I OHHHH T HOMHHE
GHOHHHEHOHBHHY SOHHHHHHHAOHHHHHI AOHHHD OO

HHHYHHIHEYEFS | #o THIH



oo##oo#H#Co##oH#Ho
#H#»o##A ##Fo ## Ao ## Ao #HCo ## o #H o #HHo #HQo ## Ko #HMo ## So ## Ao ##Eo ## Do ## Co ##Qu ##0o ## Lo

##0o ##t#o #HitHo ##H# o #E 20 ## \o #fo o ##, o#ff»o ##%o ## o ##Co H##teo
##064064040UI4AC 280 O0 O 40 Ao Ao Ao Ao Ao Ao 0 YMHHHHHHHHHBHHBHHBHHBHERHHRHHFI#F#N##YH##N )

i #5#oH* #ad#####N ] | #5#0CI##HAIH#HHNET *#5#a CI##AI####N] | ####D1



O##h] | #>*###h#D®#C I##Ha I####ANECKH#C I##HA J#####N r pé##h ]
i #CI##a I###H##N O o #CI#HI##ARH##N I | #CIHH#QIHARHHNRQBARND | #5#0 CI##aI##H##N®H##N ]
i #CI##Ha I###HHN®Ho #H#EN# . ( HCIHHAIHHH



#h1



O##hJ j####h1



O##hJ | #5#c\#o###hl



O##hJ [#CI#HAIHHY o##2o##~oHHto

H##t»o #Hito ##t ¢, o #itAo ## Ao ## Ao ##Eo ## 1o ##N o ##00 ##00 ## x o ##Uo ## 0o #£Y o ## R0 ## Ao #HEOH AR H R HH
HHH OB HHHH S HHDHIR S HH I OB HHHH S HHHH O B S HH IS OHHH TS HHHHH O HH I
HORBHH UG ORI HHHHH L S HHHH BRSSO H R S O 4 U RO
B N e | E e o e e  Fr e
HitHHH B HHH R R H T H T H R R
HHHHHHHHHHHHHHHHHHH RO d## o da#SH T Ta### [ SH\SHQAF S . ####H#F TR ) #HHHHHF THEHH

###S# LT ####QAF S | ##t# Ao #H# Ao #itoo ## O #it#o ## Lo ## Do #H o #H#tHTH o BT CH R
HitiH R T T O R HHHHH R HH O H A R HH TR S # o d## o d#H S d B ##
%A####&AR#H# ' dH### - DEHMA

HHHVY Y Y HHHENEHHHBHHHHHORHBHHHBHHH P EHHHHHHHHHQARHHHHHHHH [ $#\

$#gdFs . ######S#HaS#QdF s . ####SHAad##ad# [ S#\S#QdF s . #A####SHaS#Hgd# .

CHHUHHK OB+ SHH S T THAHHH T HHEo HHH OB HHHHHHEHHHH R Ot Y o # o S HH
HHHHBHHHHO OHBE Y HHHHHHE HHHHH R B R B B EHHO# o BHOHHO##HH O ###H#0#
###HOu###YHOBu##Y#O#B8#Y S0#######A0#######a0###D Ot ###p0

HAHYHAHYHEYLFS . #o THH#A# Do ##Co##Un ###o #H# L o #ft» o ##t %o ## 8o #H# 0o ##Oo #H# 0o ##+o

HHOo #H# 20 ## 30 #H# 50 #H 8o #H# 0 #HH#? 0 HH OHHHHHHHIHHIHH OHHHHHEHHHH - T HHHHH R -
HEHHHBHHHHHHOBHHARHHHAHHHE  HHEBHHBRHHIR  HERHHBRH TR TR BT HH
HAHBHHAHBR  HHARHBHHAHBE BHARHBHHRHBE BHARHBHHRHAR T HHARHBHHRHAR  HHARHBHHRHAR T HHAHR
HHHBH Y " USRI T SRR R R R R R SHaS#gdF s | #####gdFs . # " ##
S#HH#FF#AHH#DH##BHH#Ho 8H##o OyHod##ad# 1SHT SHBPHHSH [ $#\S# o 8# 00ygdd | #H##H#HH

&HHAFFHA

HDHHBH 1 ####0 8#H#o OyHad##OAH1SHTSHBSHHSH [ $S#\S# 0 8# nOygdd |######ad##od# [ $#\
$#gdFs . ###eo##téo o ##t o ## Lo ## Lo ## 1o ## Lo ## 0o ## N0 #H O ## O ## O #H# O #H# O ##t+o ##, o ##t -0
## . o##/ o ##HOo ##10E ° T¥ o Yoo Xa X TOCOLAH##HAHHHHHHHBHHHHHHHHRHI#HE#Ne



r#hd | #B*#phyyy# - #]#####he



r##hd | #0 J##5#0B* #CI##U#HAIHHPhY VY ###he



r##hd | #5#cH*#al#####h] | #5#0CIH#AIHA



#h-"I##hY (###H JHE##AND | #UHBEMHEENHER UHHH



#h#tac##hd (## #j1E###hA50##h+@QI#UHHMHAH#NHAERURSH
#]8 ###ha5So##h+QI#UA#MHA#NHAR# UR#HH#RND [ ##

#] ¢ +A#H#N A5 #R#N+QIHUAB#MHAHNHAR UHHH#HHN+QI#5Ha B ¥ #H * #a J##PhY YV #, # ] #####N##YH#N ]
i #0 J##5#0 B* #H* #U##a I#H#PhY Y y####NH#¥HH#N I
i #5#0 B*#H* #aJ##phyYY### 0o ## 1o ## 30 ## Ao ##6o ## T o ##u ## | o ## | o <o ##=o #H#>o #H#Qu##Mo #HN

o#HHOOHHPoHH N o## So## UnHH#Vo#HWo HH Zo##H oo ##oo#H#OOR0AS - ° 8- °8800qdTbWbdI>##h¢, (U#5#aCI#
#\#oaJ#####NE ) ¥##N (U#SHo CI## \#HoaJ#####]0'

##hnsD##hNsDHU####NNSD#### ] Ut ##hnSDHENNSDHUHH - # ] #####N#2-##h I

| #OJHHEHo B HCIHHUSHAIHHPNYYYH #h#2-##0] | #5#aB*#CIHHaIHEPNYYYHHHNEHU##N ]
| #5#0 CIH#H  #aJHHHHND | #5#0CI#HaIH#Y



#hOQO##ND | #### ] ###AHND | HUBHMHAENHA#RUHHH

#7] $0###h 50 ##hNSDHUA#MHA#NHA# UH####NNSDEMHA#NHAH U##H

#JOZ###N A5 ##h+QIHUHHMHARNHARURH###ND | #### ] - X###N+QI##N+Q@IHUHHHH 20

##@n##Qn##rn##tn##Wn##Xn##yn##Zn##nn##nn##nn##nn##nn## o## o##

Co##Eo #H# On #Hit¥o #HORHAHHAHTHHAH OB HAHHAHHHHAH OB HAHHAHHHHHH OB H T HBHH T OB H TR H

HUHHBHHBHH R O OB O R E R E R HHRA

HHAHBHBHBHBHCHE R R A YRR H AR T R R AR T R R R R R R R R

HEHH TR H TR H AR H AR H TR TR TR TR H TR SHARHAVHDHAH 1 SHaSHOd¥H# 2 #
HHHSH1SHaSHQA¥H 2 HHt#H##HSH - DEHLSHMA

HHHY 3 3 SHHHASHYOEH 2 HHHHHSHAHHHHHDHHAH - DHHLSHMA

###Y 33 3###a$#gdd

i #HRaH#SHaS#QdF s  ###8#QdF S . ### oo ##o o #foo #H oo #f oo oo #EY o ## o## CoH#to#H

“o##Io##0o##bo ##Ro ##dn #H# A #H# O ## N #itHo ## ) o ##Vo ##o o ## o ## To#vo ##~o ##080UNA

" “oUOoooooymcYcQaDa D####N , (U#>*#CI#HH#0 I##QI##AI####N ¢, (UHOIHHQIHHHHHNOSWHC I#H0 IHH#Q

J#####N ¢ (UHCIHHO0 IHH#QIH#A##N# JUHEN ¢, (U#BH#o CI##aI####N ¢ (U#EH#o CI#HaI####N ¢, (UH#CIAHO0IH

#QIHHAIHHHBHNER#H#H###N , (UHH#



#hi#t ) ¥##h e (U##RENH ) ¥##N e (U#5#Ho> * #\#o##h ¢ (U#5#0>*#CI (#\#oad (###h#)

¥##N ¢ (UH#SHo > #CI (#\#oad (###h# ) ¥#h ¢, (U#SH#o>*#CIHHQIHHHHH#NE ) ¥##N ¢ (UH>* ###NH#)

¥##Nh ¢ (UH#S#Ho \Ho###h# ) ¥##N ¢ (U#5#0 CIH#H* #\#o aJ####N# ) ¥##N ¢ (U#5#0 CIH#\
HoaJ#HHY¥o Hitro #H 2 o #H#t 3o #H

"o ##Do ##No ##00 ##00 ##00 ##00 ##00 ##tx o ## 00 ##Uo ## 0o ## 00 ## 00 ##Y o ## Do ## R0 #H# Ao HH Ao HHEAC HH
Ao ## -+ HEHHHH R P H T H R H ORI H HHHH I OH HHH I HHHH O B H HHHHHHE
HHO BB HHHHHRHH OHHH YRR OB HHH IR HHH OHB S HH I O U HHH IS HHHH O B HHHH
OHBHHHRHHIRHH OB HUBHHH BB HH OB HHBHHH BB HHR OHH BB HH B HHHRH OHBHHH BB HHRHH OB HH BB HHRHHHOH
HtHHBHHHHHH OB HHHH I HHHOHH R HHHH I OB HHH T HHHH DR S HH I~ HIHHH R
Hit#H BB HHHH TS HH P HH P H SHARBRO



@#c#Ha"####H#o " #do VH##H oA " aS#H#RHHSHaSHAHH AR SHASHYANH 2 H#AH N #H O #H * ot oo #H oo #H o #H -
o ##Yon #HE o ## N0 ## T HHHHHH BT THH R TR X N R

XHHHHHHHHHHHH CHEBHBHBHBHBH CHIHHHIHHHHAH CHAHBHAHBHIH I HIH I HH A H A H B H B H BB H
HEHHHRHH AR HHARHHARHHO



@#o#a " #H###0  #HSHISH I Trut#gd¥# 2 # L ##KAAPH###SH# S# T TH####o o #HAH#Ho Ap#OO####A0 * o #a
HHHHBHHHHHH O HPHH BB HHHHH R OB HH O #H BB HHH OB HHHHRORY VY HY Y Y HHO#Y Y Y
HHHHHAOHHH

#o#aO#to#y U¥H 2 #HHAAHHHAO



@#o#Ha " #HH#AHSHASH T THAHAQANH 2 HHAHHSHAHHAD



@#c#Ha " #HH#AHSHISH T THAH#AASHQA¥H 2 #HHAHHSHAHHHAO



@#o#Ha"#HH#H#HLSHaASHYANH 2 H#

No##00 ##00 ##00 #H#Un HHEHHHHHBHHBHHH O HHHH X BHH B HH
HEHHHBHHHBHH TR HH BT BT H B H B H B H A H A H A HE#HKD?

Re##S##S# I T#### o 0 #HOHHHHH0 * o HO * HHEHHHHHHHHRHHHHH OB H O ###HR O n####0R Y Y Y H# O####
#HAOHH#

#oH#aOfto#y U¥H# 2 #HHAAHHHAD



@#o#Ha " #H#RHACYHHASHLSH LT HEHHQA¥H 2 #HH AR SHAHHAD
Y g



O#o#a" #H###do YHHL1SHaSHQAYH 244 [ ##Kd ZQ##ASHASH T TH####o o #HHOF HHHHO## |
O * HHOHHHHHHHHHHHHHHHHHHHDHHBHHHHHHH R HHHHHHO  HHBRHEHHHHRR R O#B##0



HHHHHRHHHHHHH0



HHHHHRHHHHHHH0



HHHHHRHHHHHHH0



VY Y#Y Y ##HHHAO#H##

H#o#aOHo#Y C¥H# 2 ###HUn ## Un ##H#o o HitH#o ## | o

HHCHBHHBHHHHH NSO R GHE B HH B HH
HEHHHBHHHBHHH B HH B HH B H B H B H B H B H A SHAHHHEO



O#o#a"#H###d  YH##SHLISH I TH###aSHgd¥# 244 | #HKA TRAAHSHHSH L TH####o o ##o APHOF####OHA " O
HHQHBHHHHHHHHRHHHHEHOR  BHEHHH P HHH R HHH R HO##8#0



HHHHHRHHHHHHH0



HHHHHRHHHHHHH0



YYy#YYy#YYy##O



VY Y#Y Y ##HHHAO#H##
#o#aOfto#y UEH 2 #HHARHHAD



@#o#Ha " H#HARHSHISH T THHAR QAR 2 HARHHASHARBHHAD



@#o#HaA " #H#AHHSHISH T TH#AH#aSHQANH 2 ###H# RH#HO



@#o#Ha"###AH Ao YHHASHISH T T H#AHHQA¥H 2 #H#H | o
## 20 ##>0 ## o ##Ko ## Qo #HD o HHCHHHHHHHHHBHHOHBHHHHHHHHHHOHBHHHHHHHRHH CHIHHHHHHHRHHPH
RHBHBHAHBHADHH A HAHH AR BHBHBHBHBHBHBH B HAH A HA AR RHBH AR



#it#d | YHH#SH LT H#E#HHQA¥H 2 #HHAAHHAO



Qo HA " HHHHHSHLSHT THE#HQAYH 2 HINHHK Ao SHHHSHHSH T F####Ha o ##0\

HHHHQH O HA" OF HH QB P U R P AR R PR
B ORI O T B OB R OB Y Y VY VY #HOHY VY
HYGVHY AR AOHH

HaHaOHathy CYH 2 HHHHHMERBHHRD



@#c#Ha"###RHHA T YHARSHISH T THAHAQAEH 2 HHARH AR BHHAD



@#c#Ha"#H#AHHSHISH I THARH QA¥H 2 ### Do #H CoftHdo e #t# To Qo #t#tho #Ho o #Ho o #Ho o #Ho o #HEHAHH
HHBHHHRHY HH B CHBHHHH I R CH B HH R R Y R
HHHHBHY BHHEBHH B CHHHHH Y R EHAHO



QHo#A " HHHHHSHISH T THH## QAN 2 #EPHHKAHT #H#SHESH T F#####0 0 ##0 APHO\

HHHHOHOHA " O* S O P B P B P Y
T ¢ T ¢ B T ¢ B R VAVAYR S T 0L aVAVAYS
B HYHAHHHAO##H

HoHaOHoHy LYH#2#



#it#d | YHH#SH LT H#E#HHQA¥H 2 #HHAAHHAO



Q#c#A" #H#HHdo VHHASHISH T TR gA¥H 2 ##

oo##oo#Ho

o##oo#tto o ##too #ito o ##to o fito o o o HHCH U HHHIY S U R SHHH I HIH I
HHHV B YRS HHY HE S YR QU S HHIY RS U S U S YR S YR
HHHHHH# EHHHO



QHo#a " HuHHH A U HHHSHISHT Tt gd¥# 2 #HpHEKd  UB#HSHESHT FH####0 0 ##0 APHO\

HHHHOHOHA " O* S QU P B P B P Y
T ¢ T ¢ B T ¢ B R VAVAYR S T 0L aVAVAYS
B HYHAHHHAO##H

HoHaOHoHy LYH#2#



#it#d | YHH#SH LT H#E#HHQA¥H 2 #HHAAHHAO



O#o#a " #H###do VH##SHLISH T TH###QAYH# 2 ## oo o# oo oo ## o o##toRH 2o ## So Y
" DHB U HHOHHHBHHHRHHHHY HHH R B [ B OHHH B HHH IR HHH B
HEHHBH ORHHHHH Y HHHH R O HH B HH B HH R HHY HH R EHAHO



Qo HA " HHHHHSHLISHT THE#HQAYH 2 HINHHKAEURHHSHHSH T F####Ha o ##0\

HHHHQH O HA" OF HH QB P U R P AR R PR
B O R OB B OB R OB R Y VY TV ##OHY VY
HYGVHY AR AOHH

HaHaOHaty CYH 2 HHHEHBHD



@#o#d " #####do YHHHSHLISH I THA#HQA¥H 2 #



#HHA | VR SHT TR QA¥H 2 ##

U #4#9 0 ##00 ##00 #4#00 ##00 ##00 ## X 0 #H 00 o HEHHHHHHHHHE R QR [ #H
HHHHHHHH QU | S R |
B R RO



@#o#d " #####do YHHHSHLISH I THA#HQA¥H 2 #



#it#d | YHH#SH LT H#E#HHQA¥H 2 #HHAAHHAO



QHo#A " HHHHHSHISHT THH#H QAN 2 #ENHHK o VARHSHESH T F#####0 0 #H0\

HHHHOHOHA" O oA QU P o P B PR
T ¢ T ¢ B T ¢ B R VAVAYR S T 0L aVAVAYS
B HYHAHHHAO##H

HoH#aOHoHy LYH# 2 ###00 ##Un #4580 #H A0 #H A0 #HE0 HH G HHO L HH G HHtn HHHHH IR ) R O #
B [ AR AR AR [ AR A [ R
B R D



@#o#d " #####do YHHHSHLISH I THA#HQA¥H 2 #



#it#d | YHH#SH LT H#E#HHQA¥H 2 #HHAAHHAO



QHo#A " HHHHHSHISH T TH### gAY 2 #ENHHKADWHHHSHASH T F#####0 0 #HO\

HHHHOHOHA" O oA QU P o P B PR
T ¢ T ¢ B T ¢ B R VAVAYR S T 0L aVAVAYS
B HYHAHHHAO##H

HoHaOHoHy LYH 2 #HHEL HH B HHE 0 it it it Bt o A o B o B o B o B T
T N A T RN T A
AR ATy, TRTTY



@#c#Ha"#####do YR  HHSHISH T THARHQAYH 2 #



#it#d | YHH#SH LT H#E#HHQA¥H 2 #HHAAHHAO



@Ho#a"#HHHa  #HSH1SHT FH#HHgd¥H# 2 #

HHHSHT T HHHH QAN 2 BENHRK AR X HHHSHESH T F#####0 0 #HO\
HHHHOHOHA" O ol QR P B P B P B
B O R OB OB R OB Y Y Y HHO#Y Y
B R AOH Y
HoH#aOHo#y LYH2 o o o #HE o
B B o B G X B C A P B
B R D



@#o#HA " H#H#AHSHAISH T THHE#HQANH 2 HHBHHHSH AHAHO



@#o#a" #####do YH#1SHaSHQAYH 2##NH#EKAUX###SHHSH T TH####o o ##0\

H#HAHHQR o HA " O* o HQHABHH PR HH PR HH PR HH AR PHARHH AR HH PR HH B HH AR PH AR HH B HH B HH AR HH AR PH AR HH
HHHHRHHEHHHH R O tHEHH O#BBHHEHHHH AR HHH OB HHH R HH R OHHHHH R HHEHHHHHHHHOR Y Y Y
HYY YR HHHHRAOHHH

#o#aOfto#y UEH 2 #HHARHHAD



@#o#a"####Hdo YH###T0  #ASHISH LT HAH#HQA¥H 2 #H#HBo ##Co#Ho o #Ho o ##

Co#t#° ot o #HCHEHHARHHARHH ~ HHHAHHHARHHE |

H#HHBHH AR T HH AR AR HH QR HA R H AR H AR QR AR H H AR HH AR H A T H T AR
HEHHHRHH AR HH AR H AR H AR H AR H AR AR R0



@#o#HA"#HH#AHHSHISH T THHARH QANH 2 HAHHHSHH#HO



O#o#a " #H###SH1ISHI TH###aSHYAYH# 2 #8H# KA Y #H SHH SH# T Tr#t### o o #HOHHHHHO Y #H | ¥ HHEHHHIHHHHH
HHHHBHOHHHH ORBHHOHHHHHROHHHHHORY Y Y HH O#BH## AO###
#o#aO#o#y UEH 2 #HHAAHHHO



@#o#a " #i###SHISHI Tr###gdYH 2 #8## KA { Y##S#HASH T T #####o o HHOHHHHHO * #H# | * HHHHHHHHHHHHHH
###HO###HOH#HHOH#HHHHOH#H#HHORY Y Y HHOH###HAOHHH

#o#HaOHo#y U¥# 2 ##tH~o #to o #Ho o ##Co## Jo ##to o ##to o ## Co H#H# O #H# >0 ##Co # o o ##
“o##»o##0o##Un#H#Co## Lo ## Lo ##tHo HitHo ## | o ##tHo #itHo #ito ## | o ## 1o ## o ##o o #Hfo o HH#teo ## Lo ##t
20## 7o #ftoo #fto o ## 00 ## Yo H#fto ##tfo ##tfo ## o ##oo# oo #H A #H# 1o ##H 70

##Do##Hoo## | o #HSo## o ##AC#H#AC##0COCOG0COCOG0GOCOYIATIOGOGOGOGOCOGOUOGOGOGOCOGHGH%m
Ouo###



#ho{@##h¢ (U####h#]U##, (U#5#0 CI##0 I##QI##a I####h®# o ##tho | ##CI##a I #H#H###NRHD
##h8%UH#C I##a I#####N ¢ (U#<#o CI#HHOIHHQI#HAIHHHHNOBWHC IHH0 I##QI#Ha I#####NOLO##N ¢ (U#C
JH#H#0I##QI##a I###H#N ¢ (UHCIA#HO IHH#QIA##H AN ¢, (UH>*#CIHAOQIH#HQIH#a I##H#AHh ¢, (UHCIHAQIAHQIH
#aJ##5 1 o ##%o ## oo ##t€o ## o ## 8o ## Lo ## Lo #HH# CHARHHARHHARH Y HEHHARHH AR HH T HHH AR HHARHHAZHH
HEHH PR H PR DH AR H PR HHARH T HEHH BB HH AR HH DR H AR HH B HH B RS H RS H RS H RS HBEHHEO



@#o#d " #####do YHHHSHLISH I THA#HQA¥H 2 #



#it#d | YHH#SH LT H#E#HHQA¥H 2 #HHAAHHAO



QHo#A " HHHHHSHISHT TH##HQAYH 2 HOHHKAAZHHHSHESH T THE##HO o HHONBBEE/# HEHO  #1/
R (A QR OH
HHH OHHHH OH B OB R OB Y Y T R OB #557 5 ##
HHHAOHHH

Ho#aOHoHy CYH 2 HEHHREHBHEHRD



@#c#Ha"#H#AHHSHISH T THARH QANH 2 ##H 1o ## 1o #4# 1o #H# On #Ht#o #itHo #HHo #iHo #iHo #HHo #HHo #BHO#BHH
HHHHHHRHY R Y R O HHH Y R OB H#
HHHHRHY BHHEBHH B OHHHHHHHH Y R EHAHO



QHo#A " HHHHHSHISHT THA#HQAYH 2 HOHIKA | [ #HHSHESHT THE###0 o HHONBBEE/# HEHO  #1/
R QR OH
HHH OHHHH OH B OB R OB Y Y T R OB #557 5 ##
HHHAOHHH

Ho#aOHoHy LYH 2 HEHBEHEHRD



@#o#d " #####do YHHHSHLISH I THA#HQA¥H 2 #



HHHEA | YRR SHT TR Q¥H 2 ##

Ho#Ho #H#Q0 #H# A0 #H#Bo ##Co #H# Do #HE o ## F o #H o HHHHHHHHEE [ ORI Y HHHH
B O Y S ORI B
HHH R RO



@#o#d " #####do YHHHSHLISH I THA#HQA¥H 2 #



#it#d | YHH#SH LT H#E#HHQA¥H 2 #HHAAHHAO



QHo#A " HHHHHSHISHT THH#HQAYH 2 HOHIKAC [ #HHSHASHT THE###0 o HHONBBRE/# HEHO  #1/
R (R QA  HHHHH OH
HHH OHHHH OH B OB R OB Y Y T R OB #557 5 ##
HHHAOHHH

Ho#aOHoHy LYH 2 #HHF o #H G ## T o Qo N0 4 Lo ## ] o #H Ko ## Lo HHt HHH BRI [ R R OH
A A O A A OB B
B R 1D



@#o#d " #####do YHHHSHLISH I THA#HQA¥H 2 #



#it#d | YHH#SH LT H#E#HHQA¥H 2 #HHAAHHAO



QHo#A " HHHHHSHISHT FHHHHQAYH 2 HOHHKA \HAHSHESH T THE##H0 o HHO\BBRE/# HEHO™ #1/
R QR OH
HHH OHHHH OH B OB R OB Y Y T R OB #557 5 ##
HHHAOHHH

Ho#aOHo#y LYH2 444 o #Mo #Htn o oo o o Hta o Hita o il o#H | o i HHHHHHHHHIIS B R OH
A A O A OB B
B R 1D



@#o#d " #####do YHHHSHLISH I THA#HQA¥H 2 #



#it#d | YHH#SH LT H#E#HHQA¥H 2 #HHAAHHAO



QHo#A " HHHHHSHISHT THH#HQAYH 2 HOHIKA S | HHHSHASHT THE###0 o HHONBBRE/# HEHO  #1/
R (R QR OH
HHH OHHHH OH B OB R OB Y Y T R OB #557 5 ##
HHHAOHHH

Ho#aOHoHy CXH2 HHH | ottt

Co#t#tfa #HCo#H En #HHE HHEHHE D HH T o HH D B [ O
L T T e e e e
A A AT T, T Y



@#o#d " #####do YHHHSHLISH I THA#HQA¥H 2 #



#it#d | YHH#SH LT H#E#HHQA¥H 2 #HHAAHHAO



QHo#A " HHHHHSHISHT THH#HQAYH 2 HOHHKAONHHHSHASH T THE##H0 o HHONBBRE/# HEHO* #4/
R (A QR OH
HHH OHHHH OH B OB R OB Y Y T R OB #557 5 ##
HHHAOHHH

Ho#aOHoty LY#2 4 T ot T o #HO 0 #HTi0 #HO D #H O HHO L HHD 0 HHO 0 HHto HHHHHHH IS [ HHH R HHOH
A A O A OB B
B R 1D



@#o#d " #####do YHHHSHLISH I THA#HQA¥H 2 #



#it#d | YHH#SH LT H#E#HHQA¥H 2 #HHAAHHAO



QHo#A " HHHHHSHISH T THHHHQAYH 2 HOREKAY NHHSHASH T THE##H0 o HHO\BBBE/# HEHO  #1/
A (R QA  HHHHH OH
HHH OHHHH OH B OB R OB Y Y T R OB #557 5 ##
HHHAOHHH

Hu#aOHo #y CYH 2 #HHO 0 #H+ o Hit o it o o B B o S o B o B o B [ B OH
A A O A OB B
B R 1D



@#o#d " #####do YHHHSHLISH I THA#HQA¥H 2 #



#it#d | YHH#SH LT H#E#HHQA¥H 2 #HHAAHHAO



QHo#A " HHHHHSHISHT THA#HQAYH 2 HOHHKAA_#HHSHESHT THE###0 o HHONBBER/# HEHO  #1/
R (R QR OH
HHH OHHHH OH B OB R OB Y Y T R OB #557 5 ##
HHHAOHHH

HoH#aOHo#y LYH2 #t o #it o #E= o #H>0 #H#70

HH@u HH AL HHBo HHC o it B (B OB B OB
B B OB B
HHHEHHHD



@#o#d " #####do YHHHSHLISH I THA#HQA¥H 2 #



#it#d | YHH#SH LT H#E#HHQA¥H 2 #HHAAHHAO



QHo#A " HHHHHSHISHT THH#HQAYH 2 HO#HK D HHHSHESHT THE###0 o HHONBBRE/# HEHO  #1/
R (A QR OH
HHH OHHHH OH B OB R OB Y Y T R OB #557 5 ##
HHHAOHHH

HoH#aOHo#y LYH# 2 ##H#Co ## Do #HCo #H Ao #Hte o #H T o G N0 #4 Lo HHto HHH BB [ B R OH
A A O A OB B
B R 1D



@#o#d " #####do YHHHSHLISH I THA#HQA¥H 2 #



#it#d | YHH#SH LT H#E#HHQA¥H 2 #HHAAHHAO



QHo#A " HHHHHSHISHT TH###QAYH 2 HOHHKAQaR#HSHASH T THE##Ho o HHONBBRE/# HEHO* #1/
R QR OH
HHH OHHHH OH B OB R OB Y Y T R OB #557 5 ##
HHHAOHHH

Ho#aOHo#y LYH2 ### 1o ## jottto

o#ttto o#ttto o fttto o #ita o ita o it o A S A { AR OB AR A O
g T e R e
HHHHHH R RO



@#o#d " #####do YHHHSHLISH I THA#HQA¥H 2 #



#it#d | YHH#SH LT H#E#HHQA¥H 2 #HHAAHHAO



O#o#a " #H##H#SH1ISHI TH###qdYH 2#QREKAHD### SR SHT TH###Ho o HHO\BHEH/# HBHO* ##/
HHAHBHAHBHBHHHFH R QOHBHBHBHBHBHBHBHEH ] QR H B BB H B H B H B H B H A H B HBH B O#
HHH ORI OHHHBHHHEHHHH R HH OB HH R OB Y HY Y YR Y HY Y Y HHOHY Y YHY Y Y HY Y ##
HHHAOHH#HH

H#o#aOHo#Y L¥H# 2 ###Ho o #H#fo o ## 2 o #H# «o #HHf~oH#Ho

HitB RS HHH A UR B T ST R T
#it# EH#H0O



@#o#d " #####do YHHHSHLISH I THA#HQA¥H 2 #



#it#d | YHH#SH LT H#E#HHQA¥H 2 #HHAAHHAO



@Ho#a " HHHHSHLSHT THIHHQAYH 2 o #IKAY DHHHSHHSH T TH###Ho o HIONBEHHEE/ # HHHO0* ##/

B QR QR
O#t#t###H |

HOHHHEHIR R HHHE R Y YR O O OB B HHHHHHH R ORHHHH I

HHORYYYHYYTHTYYHYYYHHORTGYHYYYHY Y #####AOHH

#o#aO#a#PO#YYYYYYIYYIVIYIYYIYYH#H#YYG#Y CE# 2 o

HHBHF n#tH o to O oty o #HYan Vo ##ho HH# {0 HHE CHIH B HHHHIN HH B HHHHH CHER I

H HHHHHHHEEEHHY Y S CHHHHEE Y S U Y

HHHHHHHHH R HHO



QHo#A " HHHHHSHISHT TH##HQAYH 2 HOHHKA L CHAHSHHSH T THE###0 o HHONBBEE/# HEHO  #1/
R (A QR OH
HHH OHHHH OH B OB R OB Y Y T R OB #557 5 ##
HHHAOHHH

HoH#aOHoHy LYH#2#



#it#d | YHH#SH LT H#E#HHQA¥H 2 #HHAAHHAO



@#o#Ha " ##### A YHAHSHISH I THAHHQANH 2 H##

COH#ACH# An HitHo HitHo HiH o HHOHBHHHR I X I CHBHHH I HHHHY B HH T CHRH
RHBHBHAHBHBHBHA AR R AHBHBHBHBH AR AR AR AR A BB H B H AR R A AR AR AR AR AR
RHBHBHBHAHBHAHBHAR



#it#d | YHH#SH LT H#E#HHQA¥H 2 #HHAAHHAO



QHo#A " HHHHHSHISHT THH#HQAYH 2 HOHIKA " dHHHSHESHT THE###0 o HHONBBER/# HEHO  #1/
R (A QR OH
HHH OHHHH OH B OB R OB Y Y T R OB #557 5 ##
HHHAOHHH

Ho#aOHoHy LYH 2 HEHBEHEHRD



@Ho# " #taH Ao VHHHSHLSHT T H###QAYH 2 i #o #Ho #H# Lo ##Mo #4No ##00 ##

THHHHE | SO B O I AR
Kt kA2 FH#HSHESH T THIHHD 0 HHO ORI * B O
HHOHHHHOHHHHH R H OB R HHORY T HY T HHORY T HHHHHAOH##

Ho#aOHoHy LYH 2 HEHBEHEHRD



@#o#d " #####do YHHHSHLISH I THA#HQA¥H 2 #



#it#d | YHH#SH LT H#E#HHQA¥H 2 #HHAAHHAO



O#o#a " #H###SH1SHI TH### gAY H 2#KER K Z e ### SHHSH T TH####H0 o HHOOHHHHHH O * HHHHHHHHHHHHHH#
HHHH BB HHHHH R ORHHR O s H O## R HHHH O s HHHHRHORY VYR Y Y HHO#Y Y #####40
#H#

#HoHaOHo#Y LYH2###0#HH oo #H# oo HHa o #H o HHODHHOD#H -0 HE LHHBHHBHHBHHH AHBHHBHH R HERHH#H
HHBHHH R HH R L R QR R HH R R R
HHBHBHBHBH R R R R R R R R R AR
HEHHHHBHHH K KD 6 TH## SH# S# I T ####H# o 0 #HOOHHHHHHO * HHHHHHHHH R HHHH#
HHH R O H O HHHH OB HHHHHHH AR OHHHHHHRHHHORY YV HY VT HHO# YV Y #H###
A0###

H#ottaO#o#y L¥H# 2 H#H#HHARRRO



@#o#d " #####do YHHHSHLISH I THA#HQA¥H 2 #



#it#d | YHH#SH LT H#E#HHQA¥H 2 #HHAAHHAO



QHa A" HHHHHSHLSH T THIHHQAYH 2 ###-0 HHO0 #HF o ##Go #HHo ## To ##

THHHHE | SO B O S AR
Kttt KAZN##HSHESH T 0 0 HHO QRO * B O
HHOHHHHOHHHHH R H OB R HHORY T HY T HHORY T HHHHHAOH##

Ho#aOHoHy LYH 2 HEHBEHEHRD



@#o#d " #####do YHHHSHLISH I THA#HQA¥H 2 #



#it#d | YHH#SH LT H#E#HHQA¥H 2 #HHAAHHAO



@Ho#A " HuHHHSHISHT Fa###gd¥# 2 #K##Kd

COnHHSHESHT TR 0 HHO QRO * B BB O BB O
HHOHHHHHHHHHH OB R HORY TR HHORY T HHHHHAOH#H

Ho#aOHoHy LYH 2 #H# To##_o#t# o##an#Hbo #Ho o#to o it o HH L HHHHHH B AR R E HHHHY
B o B L S A E B
T e e e
B KA K O L SHASH T TR 0 0 HH O OHHHHHH O * B
B R OB H OB H OB H OB H OB Y HHORY T #
A0####

Ho#aOHo#y LYH2 HEHBEHHHD



@#o#d " #####do YHHHSHLISH I THA#HQA¥H 2 #



#it#d | YHH#SH LT H#E#HHQA¥H 2 #HHAAHHAO



QHo# " HHHHHSHISHT T H### gAY 2 #Ht#o o #Ho o #H P o #t o HH o HHo ##E

THHHHE | SO B O S AR
Ktk J ###SHESH T THIHH0 0 #HHO ORI * B O
HHOHHHHOHHHHHHHHHH OB R R HHHORY R HHORY T HHHHHAOH##

Ho#aOHoHy LYH 2 HEHBEHEHRD



@#o#d " #####do YHHHSHLISH I THA#HQA¥H 2 #



#it#d | YHH#SH LT H#E#HHQA¥H 2 #HHAAHHAO



@#oHA " #H#H#ASHISHI THa##QAYH 2#KH#KAE I### SHASH T TH#### 0 0 #HO OHHHHHH O * HHHHHHHHHHHBHHHH
HHHH BB HHHHH R ORHHR O s H O## R HHHH O s HHHHRHORY VYR Y Y HHO#Y Y #####40
#H#

H#o#HaOHo#Y L¥H# 2 ###Ho

##Uo ##Y o ## Do ## R0 ## A0 ## o 0 ##Ho 0 #HE 0 HHCHBHHHHHHHHRHDH IR EH R R
HitHHHHH O HHHHHE \ B HHHHH R\

H#H R H R CHHH AR HH AR HH AR HH AR H A H AR H AR H AR H R H R H R H AR H R H R H AR HHO



@#o#Ha"HHHAHSHISHI THH#ARQAYHR2H



### ATy H#HSH L Tourrgd¥# 2 #KE#K | K SH#S# T TH#### 0 0 #HO OHHHHRHQ * BB HHH R
HHHHBHHHHHH R OB HH OH#HH O HHHHHH B HOHHHH BB HHHOHH BB HHHHHH OB Y Y Y HHHHBAOH#H
#o#aO#o#y UEH 2 #HHAAHHHO



@#c#Ha"#####do YR  HHSHISH T THARHQAYH 2 #



#it#d | YHH#SH LT H#E#HHQA¥H 2 #HHAAHHAO



O#o#a " #H###0  #HSHISH L THu##QAYH 2 #HHCo## Lo #HH o ## | o #HXo ## o o #Hfa o ##o o BHAHHHHHHRHERHH 2
HEHH PRI 2 RS o SRR o # R H PR H R U R H R H R H QRS H AR H R R
H#HH#EHHHO



@#o#a " #H###0  #uSHISH T Taunrgd¥# 2 # IH#KAG Lan#SH#SH# I Ta####o o #HAHHOO###H#A0 * #4#A

HHHH BB HHHHH R HH P HH B HHHH R OB HH O #H BB HHH OB HHHHHHRORY Y YHY Y Y HHO#Y Y Y
HHHHHAOHHH

#o#aO#to#y U¥H 2 #HHAAHHHAO



@#o#HA " H#H#AHSHAISH T THHE#HQANH 2 HHBHHHSH AHAHO



O#o#a"#H##1SHaSHod ¥4 284 | #kdakanSH# S# T TH#### o tHHOHHHHEO X HHO X HHBHHHHHHHHHHHHHO#
###HORBHHOHHHHO B HHH OB B HHHOH BB HHOHHHHBAOH#H

H#EHaOHoHY CEH# 2 HH#Ho o HH# o H#H 2o #H# S o #H#

" n##tCoHHCHHHBHH AR HH IR CHARHHARHH R H o HBHH AR HHARHH Y HHH AR HH AR HHE T HH B H A H B H AR
RHARHARHHHHA B HA B H AR HA B H A B H A B H AR B H A B H AR H A R H A R R H A R R H A R R AR R R H A A AR R
HtHHR R HH A O



@#o#HA " H#H#AHSHAISH T THHE#HQANH 2 HHBHHHSH AHAHO



O#o#a " #H###do YHH1SHaSHQAYH 244 [ ##KAO 1 ##8SHESH T TH####o o #HOFHHHHO#H |
O * HHOHHHHHHHHHHHHHHHHHHHDHHBHHHHHHH R HHHHHHO  HHBRHEHHHHRR R O#B##0



HHHHHRHHHHHHH0



HHHHHRHHHHHHH0



HHHHHRHHHHHHH0



VY Y#Y Y ##HHHAO#H##
#o#aOfto#y UEH 2 #HHARHHAD



Q#oHA " #HHH#AD HHSHLISHI THAHHQANH 2 #HHHCo #H Lo ## | o ## ) o #HHKo ##Y o ## Do ## Qo #H EHHHHHHHHHHHH]
HHEHBHAHBHBH 0 HEHHHHBHBHBHQHBHBHBHBHBHH OB HBHBHBHBH B OB HBHBHAHHHHHORHHHBHBHBHBHBHH
HEHHHBHHHBHHHBHHH B HH BT H TR R HHEO



@#o#Ha"###RHHA T YHARSHISH T THAHAQAEH 2 HH AR SHAHHAD



@#c#HA"###AHd T YHHHSHISH LT HE#HaS#gd¥# 2 ##5##kd/

N###SHHS# T TH#### 0 0 #HOHHHHHO X HHO X HHBHHHHHHHHRHHHHH OB HO#HHH#HR O nn#### Ry Y Y H# O####
HAOHH##

#o#aO#to#y U¥H 2 #HHAAHHHAO



@Ho#d " HHHHHSHLISHT FH#HHQA¥H 2 HHDHHK AUMBHHSHHSH T T HH#HH 0 0 HHOHHHHHO * HHO * HHHHHHHHHHHHH
HHHHOHHHHOHHHHHHO BB HHORY T HHOHHHHHAO Y

Ho#aOHo#y LYH#2 #H##gu##tho## | o

## o #t#~o#Ho o #to o #Ho o #Ho o B o HEHH R ) R QR [ HHH R OH
B [ S (R [ B Y
T T ST, ATTTY



@#o#d " #####do YHHHSHLISH I THA#HQA¥H 2 #



#it#d | YHH#SH LT H#E#HHQA¥H 2 #HHAAHHAO



QHo#A " HHHHHSHISH T THA#HQAYH 2 BENHHKABN#AHSHASH T F#####0 o #HO\

HHHHOHOHA " O * S QU P o P S P Y
T ¢ T ¢ B T ¢ B R VAVAYR S T 0L aVAVAYS
B HYHAHHHAO##H

Ho#aOHo#y LYH# 2 ###o o ##o o #Ho o #Ho o #Ho o #Ho o #Ho o #Ho o HH o o B O HEH BB ) R O #
B [ AR AR [ AR AR [ R
B R D



@#o#d " #####do YHHHSHLISH I THA#HQA¥H 2 #



#it#d | YHH#SH LT H#E#HHQA¥H 2 #HHAAHHAO



QHo#A " HHHHHSHISH T TH###QAYH 2 #ENHHK e ORMHSHASH T F#####0 o #HO\

HHHHOHOHA " O * S QU P o P S P Y
T ¢ T ¢ B T ¢ B R VAVAYR S T 0L aVAVAYS
B HYHAHHHAO##H

HoH#aOHo#y LYH 2 ##t#o o #Ho o #tbo o Yo #4040 #4 6 o A A HHE A HH o BB s R O #
B [ AR AR [ AR R [ R
B R D



@#o#d " #####do YHHHSHLISH I THA#HQA¥H 2 #



#it#d | YHH#SH LT H#E#HHQA¥H 2 #HHAAHHAO



Q#oHA " #H##ASHLISHI THa##QAYH 2##N##Kd " pA##SHHSH T TH####o o ##0\

HHHHQH o HA" O * HHQHHHHBHHHHHHHH IR HPH BB P HHH R PR H#
R e e e N O VAVAVEAVAVAVE S VAVAYE A VAVAVZ 2 0 LavAVAYS
HYVYHY Y HHRHHAOH#H

#o#aO#o#y L¥# 2 ### A H# A ## T o ## 1 o ##Do ##No ## 00 ## 00 ## 00 HHt o HHHHHHHHHR I ) HHHHHHHHHRHFQ#
R e e e R
HHHHBHH R R HHO



@#o#d " #####do YHHHSHLISH I THA#HQA¥H 2 #



#it#d | YHH#SH LT H#E#HHQA¥H 2 #HHAAHHAO



QHo#A " HHHHHSHISH T THA#HQAYH 2 #ENHHKARPHAHSHASH T F#####0 o #HO\

HHHHOHOHA " O * S O P A P R P Y
T ¢ T ¢ B T ¢ B R VAVAYR S T 0L aVAVAYS
B R HAHHHAO##H

HoH#aOHo#y LYH# 2 ###00 ##00 #HO0 #H#TI0 #HO D HHO HHO 0 HHD 0 HHO 0 HHt o HHHHHHH I ) R O #
B [ AR AR [ AR AR [ R
B R D



@#o#d " #####do YHHHSHLISH I THA#HQA¥H 2 #



#it#d | YHH#SH LT H#E#HHQA¥H 2 #HHAAHHAO



QHo#A " HHHHHSHISHT TH### gAY 2 #EN#HK o QHAHSHESH T F#####0 0 #HO\

HHHHOHOHA " O* S O P B P R PR Y
T ¢ T ¢ B T ¢ B R VAVAYR S T 0L aVAVAYS
B HYHAHHHAO##H

Ho#aOHoHy CYH 2 HHHO D #H+ 0 HHH o B O B 0 B 0 B S A [ B
g e S e S ST
B R RO



@#o#d " #####do YHHHSHLISH I THA#HQA¥H 2 #



#it#d | YHH#SH LT H#E#HHQA¥H 2 #HHAAHHAO



QHo#A " HHHHHSHISHT THA#HQAYH 2 #ENHHKAY r###SHASH T F#####0 o #H0\

HHHHOHOHA " O * S QU P o P S P Y
T ¢ T ¢ B T ¢ B R VAVAYR S T 0L aVAVAYS
B HYHAHHHAO##H

Ho#aOHoHy CYH 2 it #HHo HHR0 #HS o #H To #HUn #H o o HH  HHH R E o Y
o B G E AN K DO SHAHSHHSHT T HH###o o HHOOHHH
B O B R P B R H O H OB H OB HHORY Y #Y
G HHORY G HAHHHAOH#H

HoHaOHoy LYH2 HHHBEHHHD



@#o#d " #####do YHHHSHLISH I THA#HQA¥H 2 #



#it#d | YHH#SH LT H#E#HHQA¥H 2 #HHAAHHAO



Q#c#a " #u###SH1SH I T HuH#gd¥# 2 #H#H KA SHHH SHHSHT T #####o o HHOO###HA" O * H#HQ " HHtHHIHH I
HHHHBHHPHHHHH B HHHHH R OB OHHHHHH R HOHHHHBHHHHHOBY Y Y HY VY H#H OB Y Y ### B AOH#H
#HoHaOHo#Y LYH 2 ###a o ##o o ##Ho o HHo o #HO0 HHT 0 HHO 0 HHOBHHBHHBHHBHHY HHBHHBHHR I HH IR
HEH O BHHBHH B OHHHHHHHH A HHH A
HHEHBHAHBHBHHHFHHHHBHBHBHBHBHBHBHBH R BB H B H B H B H R A B H R H R
HitHHR R R AR HHO



@#c#a " #u###SH1SH I T #H#gd¥# 2 #H## Kdo t### SHASH T TH#### 0 o HHOO###HA " O * #HQ " HHtHHIHH I
HHHHBHHPHHHHH B HHHHH R OB OHHHHHH R HOHHHHBHHHHHOBY Y YHY VY H#H OB Y Y H## R AOH#H
#o#aO#o#y UEH 2 #HHAAHHHO



@#o#d " #####do YHHHSHLISH I THA#HQA¥H 2 #



B | VHHHSH T THE#HQUNH 2 HHHOCHHOn I | # ) 0 <o HH=a HHS O HHTHIHHH BB E BB
B o B S R E R K

VHHHSHHSHT T H###H0 o HHOOHHHHA" O * HHA " HH R P R R OB HH OB Y
HHHHHHH OB HHORY R HHORY AR HHAOH#H

Ho#aOHoHy LYH 2 HEHBEHHHD



@#o#d " #####do YHHHSHLISH I THA#HQA¥H 2 #



#it#d | YHH#SH LT H#E#HHQA¥H 2 #HHAAHHAO



@#c#a " #u###SH1SH I T #H#gd¥# 2 #H#R KAMUA##H SHASH T T #####0 o HHOO##HHA " O * H#HQ " HHtHHIHHHHIHHHIH
HHHHBHHPHHHHH B HHHHH R OB OHHHHHH R HOHHHHBHHHHHOBY Y Y HY VY H#H OB Y Y ### B AOH#H
#HoHaOHo#Y LYH 2 ### S #H#To ##Un ##V o ##o 0 #Ho 0 HHo o HHOBHHHHHBHHBHHY HHBHHB R HH I
HitHo HBHHHBHH AR HH OB HH AR HHARHHHA QR HARHHA R H AR H A H TR AR
HEHH PR H BB H BB H PR H PR HH AR H R H R H R H R H R H R H R H R H R H R HEO



@#c#Ha"####Hdo YH##0 HASHISH T T H#EHHQA¥H 2 #HHAAHHAD



O#o#a " #H###0  #HSHISH L Tou#gdY# 2 #HH##KACVH##SH#S# T T #####0 o #HHOO##AHA " O * #4#A " HHHHH##
HHHHBHHHHHH PHEHHHHHH R HHHHHHR O HO# R HHHH O s HHH#HRHORY VY HY Y Y HHO#Y Y #####40
#H#

#o#aO#to#y U¥H 2 #HHAAHHHAO



@#o#d " #####do YHHHSHLISH I THA#HQA¥H 2 #



###d | YH##SH T TH####QAYH 2 #8#o o ##o o #Ha o ##Un ## 0o ## (0 HH (HHHHB RIS o
HHEHBHAHCHEHBHIHHHHH o HEHBHBHBHBHBHEHHHHHH B H B HBH B H B H B H B H B H R A R H R
HEHHHBHHHBHHH B HH B HH BT BT H B H B H R H R H B H T H A H AR #HKA3XHHBSHHASH ]
T 0 HHOBHHHHO * #H0 * HHHHHHHHEHHHH R OHHHH O OHHHH Ot HHH ORBHIHHO# Y Y Y HHOHH##
#40###

#ottaO#o#y L¥H# 2 H#HHHARRHRO



O#o#a " #H###SH1SHI TH##R gAY # 2488 aHgd¥# 28 HER Ko wHHHSH#SH T Ti####o o #H00####A " O * ##A " #
HHHH BB HHHHH R PHHH B HHHHH R O H OB H O## R O s HO#Y Y Y #
HHHHAOHHH

Ho#aOH#oHy L¥# 281 (0 ## ) o #HO0 ## Go #H#P o ##Un HHAHHHHHHIHHEHHH T HEHHHEHH o O
HHAHBHAHBHBEH O HEHHHHBHBHBHBHBHBHBHBH B R B H B H B H B H B H R B B H R H R
HHBHBHBHBH R R R R R R R R R AR
RHBHBHBHBRBHRHARA R AHRHBHBHBH AR HR AR HA R AR BHBHBHBH AR H B HR AR HA AR R A BHBHBHBHBAE
HE#HHBHHH B AR HHHHEO



@#c#HA " #H#AHHSHISH T THARH QANH 2 HBHHARHHO



@#c#a " #u###SHLISH I THuH#QA¥H 284 | #1Kd 2 x#H SH#H SH T TH####H 0 o HHOHBHHHO * HHO * HEHHHEH ]

HHHHOBHHHOHHHBOHHHHO#HRHHHOH##HRH0RY VY H#HOn#### A0 B #H

#o#aO#o#y U¥# 2 ##H#HUn #HV o ## ] o ## Ko ## Lo #HMo #HN o #HO #H Do #Ho #HHARHHERHHEXHHEBHHARHHAROH

HHAHBHBHBHE XHHEH R R T ORHBHBHBHBHBHXHH HHHHHHBHBH OHBHAHBHIHIH I XHHHHH R HBHBHBHBH T

RHHBHARHA B HA B HA B HA B H A B H AR H A B H A B H A R H A B H AR B H A B H A R H A A AR R H A R AR AR AR R R
#it#SH# L THH##HQANH 2 HHAHRA#HH0O



O#o#a " #H###SH1ISHI TH###qdYH 2## sHRK/ y###SHHSH T TH####o o ##0\

H#HAHHQR o HA " O HEQUARHH AR HH PR HH PR HH PR PH AR HH AR HH PR HH PR HH AR PHARHH AR HH AR HH AR HH AR PH AR HH
HHHHRHHEHHHH R O tHEHH OH BB O HHHH ORHHHHHHHHHEHHHH R Ot HHHHHHHHHHH R ORY Y YRV Y Y HY Y Y #
VY YHAEOHYYHYYYH#Y Y H#HHRAOHHH

H#o#aOHo#Y U¥H# 2 ##HPo ## (o ##Ho o #H#oo#H#Ho

o##oo##oo# oo o oo BHEHFHIHEH# X BB BB OHBHBHIHIHIHE XHBHBHBHBHBHH ORHBHIHIH
RHBHXABHBRBHBHARF ORAHAHBHBHBH B XA HBHBHRHA R AHBHBHBHBHBA AR HR AR HA BB AR A BHBHBHBHBAE
HEHH TR H AR H TR H TR HH BT H BT H R TR #HHSH LT HEHHQA¥H 2 #HHAAHHHO



O#o#a " #H###SH1ISHI TH###gdYH 2## sHRKA Ly ### S SH T TH####o o ##0\

H#HAHHQR o HA " O HEQUARHH AR HH PR HH PR HH PR PH AR HH AR HH PR HH PR HH AR PHARHH AR HH AR HH AR HH AR PH AR HH
HHHHRHHEHHHH R O tHEHH OH BB O HHHH ORHHHHHHHHHEHHHH R Ot HHHHHHHHHHH R ORY Y YRV Y Y HY Y Y #
VY YHAEOHYYHYYYH#Y Y H#HHRAOHHH

#o#aOfto#y t¥# 2 #HH o o ## o o #HO0 ## A o ## «o ## o ##Ho

HHOuAH oHHoHHHHHHHHHHHEXHHH R ORI HH A HHEX HHH R OB HHEHHHH R HHHEE X HH
RHBHBHBHORBHBHAHA BB ASXABHBHBH AR B HR AR HA R AHBHBHBHBH AR A B HR AR HA AR B A BHBHBHBHBAE
RHBHBHBHBHEHR AR HARBBHBHBHBHBHBHBH A #HHSH I THARH QANH 2 HBHHARHHO



QHo#A " HHHHHSHISH T THH#HQAYH 2 #H SHEKAOZH#HHSHASH T F#####0 o #HO\

HHHHOHOHA " O * S QU P o P S P Y

B O R O R H OB OB R OB R OB Y Y #

G HHORG R HY T HHHHHAO##H

HoHaOHoHy LXH2HHH o ##© oo #H%o #H%0 ## ¢ o 4 A HH Ao HH Ao HH o HHH B X R OH

X OB X O X B

e e e e
HHHSHT THAHHQOYH 2 HEHBEHBHD



QHo#A " HHHHHSHISH T THH#HQAYH 2 #H SHEKAT {#H#SHESHT F#####0 o #HO\

HHHHOHOHA " O * S O P o P B PR

B O R O R H OB OB R OB R OB Y Y #

G HHORG TR HY T HAHHHAO##H

Ho#aOHo#y LYH 2 ### An ## Ao #H# A0 #H# 80 #H# B0 #H A0 #H A0 AR HHCo HH o HHH I X R OH

X OB X O X B

e e e e
HHHSHT THAHHQOYH 2 HEHBEHBHD



QHo#A " HHHHHSHISH T THAHHQAYH 2 #E SHEKAH | #HHSHESHT F#####0 o #HO\

HHHHOHOHA " O * S O P B P B P Y
B O R O R H OB OB R OB R OB Y Y #
G HHORG R HY T HHHHHAO##H

Ho#aOHoHy LYH2 HHHCOHHCu IO #Y ot

OO A XA RN B
e e e e
EH#HD



@#o#d " #####do YHHHSHLISH I THA#HQA¥H 2 #



#it#d | YHH#SH LT H#E#HHQA¥H 2 #HHAAHHAO



QHo#A " HHHHHSHISHT THA#HQAYH 2 #H SHIKAD | #HHSHASHT F#####0 0 #HO\

HHHHOHOHA " O * S O P B P B P Y
B O R O R H OB OB R OB R OB Y Y #
G HHORG R HY T HHHHHAO##H

HoHaOHoHy LYH2 HHtH

a#ttttto #HCo #H Do #HHE D HHF o HH O S O AR |

HHUHHHHHHHH | SR M K A Z~ A SHASHT TR0 o HHOOHHHHA" O X HHA " HHHHHHHHHHH
B PR R OB H OB H OB H OB H OB HHORY Y T HHORY T #
HHHHAOHHH

Ho#aOHo#y LYH2 HEHBEHHHD



@#o#d " #####do YHHHSHLISH I THA#HQA¥H 2 #



#it#d | YHH#SH LT H#E#HHQA¥H 2 #HHAAHHAO



@#c#a " #u###SH1SH I T HuH#gd¥# 2 #uN#H Ko Y #u# SHHSH T TH####o o HHOO###HA " O * Q" HHtHHHH ]
HHHHBHHPHHHH BB HHHHH R HHH OHHRH O HHHH OB HHOHHHH BB HHHHO# BB HHHHHHHOBY VY HY Y Y #HO#Y Y Y #
HHHHAOHHH

#HoHaOHo#Y LYH 2###F o ##o o ##o o ##o o #Ho o #H O #HN 0 #HO H# L HHBHHBHHBHHH AHBHHBHHBHHBHERHH#H
HitHH R |

HRHH B L R QR R E R R R R R B R R B B
RHBHBHBHBRBHRHARA R AHRHBHBHBH AR HR AR HA R AR BHBHBHBH AR H B HR AR HA AR R A BHBHBHBHBAE
HHHHRHHHHH RN K Ao #HH SHESH T T #####0 o #HHOOHHHHA " O #HQ " HHHHHHBHIHHHH P HHH##
HEHHHH R OBHHH O HHHH O HHHHOHHHHHHBHHH OB HHHHHHHRHORY Y YHY Y Y HHO#Y Y ##HH# AO###
H#ottaO#o#y L¥H# 2 H#H#HHARRRO



@#o#d " #####do YHHHSHLISH I THA#HQA¥H 2 #



#it#d | YHH#SH LT H#E#HHQA¥H 2 #HHAAHHAO



@#o#Ha " #H#AHSHISH T THHAHQANH 2#H## 00 ## 00 ##Go ##Ho ## Lo ## Jo ## Lt H AR HH AR H o R H AR H AR HH
o #HBHH R |

HEHHHHHHHARE | AN K o o B SHHSH T T ####o o #HHOO#BHH A" O * ##Q " HEHHHHHIHHHH
HHHHRHEP HHHH R HH R H OB OHHHH OB OHHHH B HH OB HHHH OB Y Y HY Y Y #HO#Y Y Y #
#HHHHAOH#H

#ottaO#o#y L¥H# 2 H#HHHARRHRO



@#o#d " #####do YHHHSHLISH I THA#HQA¥H 2 #



#it#d | YHH#SH LT H#E#HHQA¥H 2 #HHAAHHAO



@#o#a " #HHHHSHLSH T THHH#QANH 2 #HMEH KA O #HH SHASH T Tt #H##o o #HOOHHAHA " O * HHA " HEHHHIHH I
HHHHBHHPHHHH BB HHHHH R HHH OHHRH O HHHH OB HHOHHHH BB HHHHO# BB HHHHHHHOBY VY HY Y Y #HO#Y Y Y #
HHHHAOHHH

HoHaOHoHY LYH2### Jo## o ## Ao ## Do #HCo ##fo o #H o o #Ho o HE LHHBHHBHHBHHH QBRI R HERHH#H
HitHH R |

HEHHHBHHHBHH QBB HB T QHH B HH B H AR OHBHHH PR HH T H B H T H
HHH AR HHARHHAO



@#c#Ha"####Hdo YH##0 HASHISH T T H#EHHQA¥H 2 #HHAAHHAD



@Ho#A " HHHHHD  HHSHISHT T H##HQAYH 2 #HMBHK AN #HHSHHSH T T H####0 o HHOOHHHHA" O * HHA " HHHHHHY
B P S O H O H O H OB H OB H OB Y ##O#
Y HHHHHAOH#H

HoH#aOHoHy LYH 2 HEHBEHHHD



@#o#d " #####do YHHHSHLISH I THA#HQA¥H 2 #



#it#d | YHH#SH LT H#E#HHQA¥H 2 #HHAAHHAO



Q#oHA " #H#H#ASHISHI THA#H#QANH 2 ## oo #Ho o #H o ## o ##ACH#ACH#H# /o
HELHHBHH PR H PR HORBHH RS H R H o BHH SRR o BHERHH TR <HHRHH PR H TR <$RHH B
HHHHRHH AR HH AR CHAAHHHO



@#oHA"#H###o AHHo THHOA | #& SOHHHH%AHH#H#H&A###H " d####+Do# - D# . 0 OHMA
HEHHYYYHUANAHBHHHBHHHORH SR HHHBHHP AR HHBHHHBH QAR HHHAR#HHH QD O {OHHAHH SH
AH#HHAQHo HA " #HEH#1SHO&H#aSH QO { OHAHHASHAHAHD



Q#c#A" #H##H#H#Ho A " #do YHE T oA " aSHd¥H 2 #H##HASHaSHQA®H

#HAM##K AHo #H##SHHSH T THH#BHHO o #HOOHHHARA" O * #HA " HHHBHHH B HHF B HHFHHH P HHH T HHHHHHH I HHIRHO
HHHH OHHHH OHHHHOHHHHHHHHHHOHHHHHHHHHHOHHHHHHHHHHORY VY HHHHHAOHHH
#n#a@#n#yt¥#2###An##An##in##0n##Un##En##ﬁn###n###n##zn##»n###n###n##Yn##_n##nn##
nn##1n##°n###n##8n##in##in##+n###n###n##,n##ni##ni###

CHH2CHHHOHH * O HHYHH TYHHASHHASHH I S## “## . “##1 "##0 " ##724##DAH#0 2 ##0 2## I HHP «HH# ««H##
o#t ' #HCI#HO0IH##QIAHa J#####N ' 8 (#CIAHOIHAQI#Ha IH####h ¢, (UH#>*H#CIH#0I#HQIH#aI####h ¢ (UHCI
#H#0I##QI#Ha J####H#N ¢, (U#SHo CI#HOIHAQIHHN\

#oaJ#####No So#CI#Ha I###H#HAN O {O#CI#Ha IH###A#NOSWHC I##a IH####h«#E#C I#Ha IH####h «#EH#H#N
«HEHCI##a J#####N ¢ (UH#CIAHOIH#AQIAHAIHA6 /o

AHOo#H# Cn## " o ##H#o #HH# o ## 90 #H Ko ## Lo ## * o ##+o Ht# o #Ho BHURHH R HH R HE B HEWHE R HE R HE B HHHORBH
BHBHBHBH O BHEHBHE R~ BHBH BB 0 HE BB L BB H R LR R 1 R
HEH BRI #HH BRI #HH R H BT H AR SH AR R WOy #HDE #pHEHAHHALISH
aSHQA¥H 2 HAHHHSHARRY " OHADH HPHQAH#HHAH 1 SHQRHASHQAYH 2 HHHHHASHARRHY ™ OHADH HpHQ#HHAHH
#1SHaSHQA¥H 2 HHHHASHARRHD



@#o#a " #H###1SHQ&HaSHQA¥H 2HCHAAHHHO



@#oHA"#H###o AHHo THHOA | #& SOHHHH%AHH#H#H&A###H " d####+Do# - D# . 0 OHMA
HEHHYYYHAANAR B HH AR HH A ORH AR HH AR HH P AHH AR HH AR QAR HH AR HHA# QDO {OH#



Ho##HoH#Ho #Ho BHC HH5 | #H] | #HHCHEH

CHEQEHH T EHHAEHHHOHHHOHHHYHHHYHHASHHAS o " #ifo “#Ho  #ito “#io  HHCHHHBHIHHHHHRCHEHHHHH
Ht#HHCHHHAHHHHHHHH CHARHH AR HH AR H CHAHHARHHARHHDHHH AR HH AR HHH CHUHHHH AR HH AT CHARHH AR HH
Hit# CHAHHHBHH AR HH CHHH AR HH AR HHH CHUHBHH AR HH AR CHARHH AR HH AR H CHAHH AR HH AR HH CHHH AR HH AR HH
HeHAHHHHHHHAH A CHAHHHHAHHAH T CHAHHBHAHHAH T CHAHHBHAHHAH T CHAHHAHTHHAH T CHAHHAHAHHAHHE
HEHHHBHHHBHH CHHHHBHHHHHH T HH T HH T HH TR HH T H BT T TR R R 00y #p# ™



L#aH##A##Ho | ##0081S# o |# oo AQA¥H 2H####AHSHARRY  UOYHHDH H#HPHHHBHHH#1SHASHYAYH 2 ##H#a " ##
L HBL T HHUTHRY T #iHo 2 #H QOHHF «HH I <R «H R << U «HH# OB/

RHHORHH ARHH EHHHHHHHHHHHHOHHHHHHHHHBHH CHHBHHBHHRHHH OB HHBHHBHH I BHH B HH A
HEHHBHHRH O BHH B R O R R O R R
HEHH R O HHHH R 0 R SHERAE  W0YHHDH # #p
HutHa o * #H#a OULSH# N o *# 0 OUaSHOA¥H# 2 #AH#HASHARHE  WOYHADH  # HPHBHHHHHH1SHASHYA¥H 2H##
HHHHSHARHY  (OYHHDH HPHH#RHHH##HoDHLSH \cDHASHYAYH 2 ##HHHHSHAHHE  WOYHADH HDPHBHHHAH1SH
ASHQUYH 2 HAHHASHERHE WOYHADH HPHHHHHHHLSHOCHASHYAYH 2 ##1# 2 CHHYURHHLRHHARHHCRH# ##a
HHU ##* O HH=HHCIHHO 2 HH<2HHAZHHE 2 HAL S H# . SHH? HHE H#HE ##1

THBIUBHPUHH T UHHOUBH L (HH#STHHSTHHRUHHD - #H#1 - ### ###, ##N #H0, ##(Q 1 ##o LHH2OHBXOHHACHHAD
OHHOBHHV b # NH# T Yot #o Ao A#H T A##OA##\
A##HCAHH#HCAHHOAHHDCHHACHHXEHH E#HCE#HIE##Ho E##XEHHVE## E##UEHHCE##NI##TI##ETI##I I##
T#n7innnInnnion Tu#8I##/
I##6Ia##b###D##NA0C0OCOCOCOCOCOCOCOCOCOCOCOCOCOCOCOCOCOCOCOCOCOCOCOCOCOCOCOCOCOCH
COCOCOCOCOCOCH#####h ¢ (U#5#0 CIHHOIH#QI#H\

#oad#####N G (UHCIHHO IHHQIHHAIHHHHHNWH | ##h ¢ (UHCIHH#0I##QI#HAI#####NAT d##N ¢, (U#CI##0J
##QI#HAIHHNARHH#ARH#a

TH#a #HHO HHU HHUT HEE O HBH OB CHH CHBSEIHHS I HHD 2 HHC 2 HHA HHA HH O SHHLSHE> T HH?

" B CHBHH BB E B CHA R E R R CHH R CH B
3 HHBHHBHH AR CHIHH I S A CH B HH R CHHH B HH B HH B CHHHHHHHHHHHHE
HEHHBHH B CHHH I H EH A S H R HH EHH R HH R CH B HH B HE #H
HHBHHHBHHH CHEHHRHHH RIS HARHE  OYHHDH # #Hp########1S#08#a$#gd
YH2HBHHHSHAHRHR WOYHHDH  # HPHHH#HH###H0 " ##00U1SH# o *# o 0UaSHYA¥# 2 ####H#SH

AH## VOYHHDH* # HDHHHBHHHHLISHASHOAYH 2 HH#H? “HBA HHA

THATUAH IUHH T B TURH LT HAM#4 | THESTHHAA - HHAHHHHHH R H EHH R A HE
HEHH R AR E SR -

HHHHBHH R E R O B E R U
HEHHBHHBHH AR SHEHAH QY ZHDH* #D#  HDHBHHHHH####aDH##0 " U1$# \oD# "
UaSHQA¥# 2 H#HHHASHARHE  (OYHADH *# HDHAHHAHHH1SHOSHASHYANH 2 HHHHHSHERIH 1OYZHDHo# #D
HupHaH o oo | U1S# N oo# o | UaSHOA¥H# 2 #HAHHASHARRE  (OYHADH  # HPHBHHHHH#H1SHASHYA¥H 2H##
HAHSHARHH  UOYHADH*# Hp#HAH####H##H0 *##oOULS# N *# o OUaSHOA¥H 2##HA - #HB - ##t# | ##H# ##Q, ##
h, ##2 ##3 ##

T, BHC LHES LHRC L L LHHCHIHHHHHHHHHH CHIHHHHHH IR CHEHHRHHRHHRY | BHEBHH A CHAH
HEHHBHHRH O B R CHAHH AR CHHH B HH B HH I CHE B HH B HH B HHH CHEHH B HH IR H CHEHIH
HEHH R O HH B CH I R
HEHHHHH IR SHERAE (OYHHDH  H1# HDHAHHAHHAH1ISHORHASHOAYH 2 # | #HHSH

AH## WOYZHDH* #1# HPHBHHHBHHH#0DHH "UL1SHOCH o P# o " UaSHOA¥H 2HH#HHHSH

A#H## WOYZHDH* #1# HPHBHHHHHHH##oDHH "ULSH o P# 0 "UaSHQAYH 2H###HHSHARNHE  (OYHHDH *#i#
HpHHHHBHHHHLSHASHYAYH 2 ##

o LHHLO##2 O#HY O#H#Z O ##AC ## A O ## U © ##0 O HHNVHH Ot # Aot # NotH# HHHBHHHHHHIHH EHH BT 2 #
HEHHBHH R E R BHH AR CH R R 2 B EHH R AR
HEHH B O B O E S R R R S #
R### 00y *#i#to# HpH########0  ##00ULSH 0 *# o OUaSHOAYH 2 #####HSHARNS  (OYDH# * #1#a# #HpH
HEHHHHHHHoDH#0 OY1SH# o D# " 0 OyaSHQA¥# 2 ##H#HSHAHSH  WOYHADH * #i# HpH###H##HH1SHOHASH]
ON# 2 HHAHHHSHARIE  WOYHHDH * H1# HDHAHHHHHHHLSHASHOANH 2 HIHHHHHSHARIH  WOYHHDH  #1# HDHH
HH#HHHRHoDHLSH o DHaSHYAYH 2 ##



Avotttta Attt AHHEAH# T A## [ A##\

A##eAH#HEAHHY CHHDCHHUEHHVE## XE#H CE#HCE##o E##a E## o EHHRHHHHHHHBHHHHCHHEHBHHHAHHHHRHH
HHHHBHHRHH CHHRHH AR S CHH R HH R R HH R HCHHH B HH B HH A
HBHHBHHH CHBHH B HH AR R R H AR O BHH B HH B HH B HH R HH R HH R CHBHH#H
HEHH R R R R
HEHH B SHERHHHAH 1 SHaSHOA¥H 2 HBHHBHSHAR#H QY HH#DH* #1# H#HDHHH
HEHHBH1ISHASHOANH 2 HHHHHHSHEHAH UOYHHDH* #1# HPHAHH#HHH####0 1##0001S# 0 1# ooliaS#gd¥#?
Hi#o E## ¢ EHHAE##HTE## TE#HUEHHVE#HUE#HUER# T## T##CI##EI##OI## 1 T### T##H T HHRHHHIHHIH
R e R e R e e
Hi THBHHBHH R H QR HHHHHHHHHHH THHHH R O B R THER R R BRI
THBHHBHH B O BRI THH A SHIERHH  (OYHHDH #1# HPHHH#HHH
Hito *#H#a OULSH o *# o OUaSHOUVH 2 HHHHAHSHAHRH  UOYHHDH* #1# HDHEHHHHH###H0 #H#o 01$# \a #
o UaSHQANH 2HH#HHHHSHARRH UOYHHDH H1# HDHAHHAHHHISHASHOAYH 2 HHHHHSH

E### OOYHHDH #1# HPHHHAHHAHH1ISHORHASHQAYH 2 #a## T##o T## To# . T##/ THHHDHHHDHHODHHDPDH
#qD##» DH#HUDHHONHHBNHHNNHHONHH RHHHHHHHHHHH CHHRH R SHIHH I CHIH I
H SHHHHHHHH I CHIHH T SHHHHHH TR CHAH I CHH R 0 I HC
HBHHBHH R CHHH A HH CHAHH R CHHH R HH CHE B HH B HH B HH
HEHHBHHRHHHHHSHERHE (OVHHDH  #H1# HPHHAHHAHHH1SHOSHASHYAYH 2 HHHHHHSH

R OOYHHDH*#1# HPHHHAHH####0 1##00 ULSH 0 1# 0o UaSHQAYH 2 HH#HHHSHARNS NOYHHDH  #i#
HPHHBHHBHHHLSHASHYANH 2 HHHHHASHERHE (OVHHDH  H1# HPHHBHH#BHH##H0 *##a001S# o *# o Olas#
QA¥# 2 HHHHDH#DHH» DHHUDHHADHHAN##Y N #UN## o N## 0 O##A0##QO#H# F O##e O##K O## T O##00## pO##
vO###0###0## I O##00##00## UOHHEO##F O## T O##gO##h O## 1 0## § O##K O## L0##mO##N O##08000404

2 44 (UHSHo CIHHAIHY | #] HHHHHNH2 ~#H#N ¢ (UHO IHHSHo B* HH* HUHHA IHHPN Y ##

HNH2~HHNH2 ~#5 0 B* #C JHHA JHHDN Y HAHHNH 2 ~HHNH 2 ~#5 o H* #a JHHHHHNH2 ~#5#o CI##a J####N ¢
U#S#a CI##a N (UHHHENAVD##N  (U#5#0 CIHH0 IHHQI#HAIH###N , (UH>* #CIHHO IHHQIHHA I ##
#h¢ (UH#5H#a CIHHO IH#QI#H \Ho a J#####N ¢ (UHCIHHOI##QI##aIH##ON#H ~ Nit#tuNas 1 O## 0 O##?
O##@O##AO##e Ot T Ottt T O#t#00## POHHH O ORI OB RHHHHHHHHHHHH G
G R G S G S
A SR AR SR C R C R
RS H
EH## UOYHHDH  H1# HPHHHHHHHHH0 *#HoOULSH 0 *# 0 OUaSHOOYH 2 HHHHHHHHSHERHE UOYHHDH* #1#
HPHHHHHHHHH L SHASHOAYH 2 HHHHHHSHERHH QOVHADH 1t HPHHHHHHH##H0 #Ho G1SH# 0 # o Ga$H
g 2 OB EO#H T O##NO#H OO DORREO#H FOR#KO##H LO##~Oft#to O -O#HOOMH  Of#O##H 2 OBHRH#H
B G R R R CH AR R B
A S B S Y
HHHHH HHHHHRRRRRR B o B R S H

RHHHHHDHHH L SHASHQAYH 2 HHHHHQ O+ / FHHEHHHHHHHHSHaSHQAXH 2 HHHHHHSHERE GOYHHHE #1# HpHH
HUAHHHHISHASHOAYH 2 HHHHHHSHERSY QOVHHDH 1t HPHHHHHHHHHISHASHOAYH 2 HEHHHHSH

EH### UOYHHDH H1# HpHHHHHH####0 1##00 U1$# 0 1# 0o UaSHgd¥# 2###n0##00##pO##qO##r O##s0
HHTOHHUOHHVORBWOREXO##Y Otttz Ottt { Ottt | Ottt} Ott#t~Ottttn On# 2 OH#«OHH-OHHOBE Ottt OBH+O#Y

F#5#0>*#CJ (#\#oad (###h# ) ¥##h+/F#5#a>*#CJ (#\#oad (###h# ) ¥##h+/

F#5#0>* #C IR JHHHHHNH ) YHE+/ FH#> * #h# ) Y#h+ / F#5Ha \#o ###0# ) ¥+ / F#5#0 CI#H* #\
HoaJHHHINE ) YH#N+/ FH#5#0 CI## \Ho a JH####N+/ FH5#0 CI## \Ho a JH####N+/

FH###NAZ | ##h e (UH#SH#o CIHHAI#E  #]##HHNo | o ##h ¢ (UHO J##5H#a CIHHH* #U##a I ###H#N ¢, (UH#5H#a CI#
#aJ##



#h¢ 30##N e, (U####N G (UHHRE ] #H#HH#H#N ¢ (UHUHHMHBHENH##URH | 20## 3044

T O#HEO#HEO##x O##@0##U00##00##00## 0044 Y O##tb O##RO## 1 O## 1 O## 1 O## 1 O x HEH B X HH OB H BB HH#
HHHHH ORHHHHHHHHHH R R H R CREHH U
Hitt HHUHHHHRREHY HTERESHHHHE SHHH G RS HHIHHT Y HHP RS Y I G R
HEHBHHHHH I SHHH T HHHH I SHHHHHH T HH SHI T HHHHH I SHHHHH T HHHH SHEHHHHH TR
HHHHHHHHHHHSHASHY ANH 2 HHHHHHSHEHHHVHDHAH I SHASHYAYH 2H#  HHHSHISHASHYANYH ZHHHHHHSH -
D##1$HMA

HHHY 3 3 SHHHASHQANH 2 HHHHHSHEHHHHHDHHH - DHH1SHMA

HHHY 3 3 SH#HASHQANH 2 HHHHRHSHEHHHBHHDHHH 1 SHASHYA¥H 2 #HHEOHH LO## I OH## X H## |

X" X HHHEXBFHRXHHSXBHT X #H#H T XBHQXHHNXFHn X #Ho X#Ho X ##Ho X#Ho XBHHOHHHOHHHDH#

OHHROH#NOH# | OH#0 O##0EROCHY Sono0zonnbo ToozoHo######HIHHAHHHHHHHNA#S 1##N+/

F#5#o CI##a J##N+/ F#CI##0 J##QI## N Ittt a It ####h#$ L##h+ / F#CI##H * #a J####h #$ L##h+/
F#6#o0 CI##aJ####h#$ 1##h+/F#5#0 6#a CI##a I#H#ARA#NH#S LH#EN+/ FHCI##a I H##
#haga##th+/F#CI##0I##QI#H#N IH#Ha IR #H#h##RHEN+ / F#C It a JH##



#h !l ou##h+/F####h | oU##h+/F#5#n##h+/F#5#0 CI##a I####hA&a##h+/

F#0J+#CJI##aI#####ho Lo #5#0 CIH#H# \Ho a J#####N+/ FH#5#a CI## \#o a J#####N# ) ¥#4#h+/F#5#0\

H#o###h# ) ¥##N+/ FHS#0 > * # \Ho #H#HXHH X#H#]

XHH" XEHHXBHLXHH D XBHS XHHT XHH T XBHQ X - HH R R AR U

HHBHHHRUHH BB HHH R OB OB |

HHBHBHBHBHBH DHIHIHIHHHHHH QHBHBHBH B R H
#HAHSHITHARHQANH 2 #



HHHSHHSHT FHH#HASHYAYH 2 # ] #HKA Qo HHSHHSHT THHHHHT o XHHAHHO O#H# Y\ #&
Yor HOHHHHH 0 HE R O %o

Ut OHHHH OHHHHORH R OB OB ORHHHHHHHH A OHH
HXHAOHHHT AHDOHBHH HHH HHHHH AR Htto THY



HAHSHHSHT THHHHASHQANH 2 HHHHHEHHE W0y HIHDHQHHHAHHALSHQAYH 2 HHHHHHSHaASHOAYH 2 ##

gXHHNXHHOXHHHOHH

Dttt HAHAHEHEH I O R Z R (A HQH#K A 30

HHSHHSH T THAHHBTHIH o XHHAHHOO##0 Y \HEOHHOHHHHHHHHHHHHHHHHH o HEHHBHHBHHRHHHHRHH##O#0

%t OHHHHOHHHHOHHHAHHHHHH O BHHBHHAHH OHHHHBHHHOBHHIHHIHH AOH

#x#aon##f At TH####H#SHAD  #HSH T T HuH#aSHQdYH 2 #Ho  #HSHT Tr###gd¥# 2 # 1##Kkdoo

HHSHHSH T THHHHHTH#H 0 XHHAHHOO##0 Y \H 8% HOHHHHHHHHHHHHHHHHHHH EHHHHH B HH I
O###HHHOHAHHY AAAHHHHHH#T AAAH### O Ha

W OHHHHOHHBHOHHHHHHBHHHOHHHHBHHHHHHOBHHHHHHHHH OB HHHHHHIH AO###

HxHAO#HHT AHPOHAHHT AAAHHHHHHY AAAH## o THHHH

O##ZO##00###U### U##BUHHQUHHBUHH OHHHHHHHHHHHHOHHHHHHBHH B HH O HH R HH R HH R o I

HHHOHHHHHHHHH I OHHHHH I BRI A HAQH#Kd S0

HHSHHSH T THHHHBTH#H o XHHAHHOO##0 Y \HOUHHOHHHHHHHHHHHHHHHHH o HEHHBHH IR IR H##O#0

Wt OHHHHOHHHHOHHHHIHHHHHOHHIHHHHHHHOBHHHHHHHHH OB HHIH A O

Hx#HAO#HHT Ao THHHQHHKAOo #HSHHSH T THHAHHTHIHo XHHAHHOO#H Y\ H#&

Wt OHHHHHHHHHAHH A0 HEH B0 #0

Wt ORHHHOHHHHOHHHHIHAHHHOHHHHBHHHHHOBHHHHHHHHH ORHHHHHHIH A O

HXHAOHHHT Atta THHHHHHSHHD | #HSH T THHHHASHYOYH 2HHHAHO  #HSHT THHHHQJYH 2 ##H#o OH#Ho OHHODHHO

O###U###UH#o U#o Utt#o Us# 2 U##OU##6U##8U## : U##QUA#H#BU#H#o U##HBU## ° U##AU##

O##NO##PU#H#RUH##XO##Z 0#t#a U#a Ut#o U## 0 O##AD##BUAH#DUHH#F U## TU##VU##AU##RU## UH#

Y##



YHHHYHHPYHA TV HA# Y ##o Y##01R10£1°R1 " iIR104£1°®1 " 1R10c10a

0SoReRe1i00 10A1Re###hA&a##N+/F#5#a CI#H#0 I#HQIH#N I#H#AI####NARAH#N+/
F#6#0CI#H0I#HQIHAN I#HAIH# #hA&A#HN+/FHCIHHOIHHQIHHN IHHAIHH#H

#h+/FHCI##H##H#NHS LH#N+/ F#6#o CI##HAI####N J###N+/F#6#a CI#HAI####N#S 1##N+/

F#5#06#0 CI##AIH#HHHNFHGH#N+/ FHCIHHQIHHHH#N+ / FHCIHHO IHHQI#HN I##HA I HHH#N#S I##+/
FH#HCI##a IJ#####N+/ FHC IH#HA IHH -

BU##PO##XU##Z U##a Ott#o UHH OHHHHHHHBHHHHERHHHBHHBHHRH O HHBHH I H R Z 31
HRHH R R R R R R
e e e e e s
HHH#



H#HAHSHASH T THH##ASHA¥H 2 #



HHHSHASHT THu##aSHYONH 2HHSHAEK Ao #HSHASH T THHHHHT #Hit#o X## Ao #HHOO##0 Y\ #&

Wt HOHHHBHHHHHHHHRHHH 0 HEHHHHHHHHHHHHHHHH#O0H#a

%t OHHHH OHHHHOHBHHIHHHHH OtHEHHHH A OHHHHHHHIHH ORI HH AO R

HXHAOHHHT Atta THHHHHHSHHD | #HSH T THHH#HASHYAYH 2####HO  #HSHT TH###QAYH 2 ###0 U##o O##DU#HE
U e Utt#o #HHBHHHHEHH O HHHHH R R H R H#H# S ##K Do o

HHSHHSH LT HAHHHT ##Ho XH#HA##0 BHHOO##0 Y \#&

Ut HOHHHHHHHHHHHHHHH O HEHHHHHHHBHH R #O0#0

%t OHHHHOHHHHOHBHHHHHHHH OtHHHHHHHHH OHHHHHHHHH O HHHHHHH AO B

#x#aO### T Ao THH



#HHSHH#SHI THur#aSHOdYH 2 # #H#SHITHAr#QdYH# 2#q##Kd - o

HHSHHSH T THABHHT ###Ho XHHAR#0 0 #H00## 0 \HEUHH OHHHBHHHHHHHHHHHHH 0 HEHHHHH B HHH IR
O###HHHOHAHHYAAAHHHHHHT AAAH###OHo

%H OHHHH OHHHHOHHHHHHHHHHOHBHHBHHBHH OHHBHHBHHBHOBHHBHHBHH AOH#H

#x#HaO##HT AR DOHHHHYAAAHHHHHHY AAAH##Y LY # 2 #o THE#HHCU##

Y##



YHHHY H##0Y ##a Y HH OHHHBHHH I HHH CHHH B HHH IV HHH R KB | B

HRHH R R

HEHHHHRHH SR  #RSHT TR ##aSHQA¥H 2##H##0  #HSHI T ####QA¥# 2#qH#kd 1 o

HHSHHSH T THAHHHTHIH o XHH AHH THHOO#H# 0 Y \HRUHHOHHHHHHBHHBHHBHHRH o HEHBHHBHHBHH BB
On####HOH#B##Y AAAHH##H#H#Y AAAR###OH#a

WH OHHHH OHHHHOHHHHHHHHHHOHBHHBHHBHH ORHBHHBHHBHOBHHHHHHHH AOH#H

#HxXHAOHHHT ARDO#HHHY AANHHHHHHYAAARHH#Y CY# 2 Ha THE



H#HAHSHASH T THH##ASHA¥H 2 #



#H#SHHSHT THu##ASHYAYH 2 ###a YH#a YH#o YHACY #HA LY ## LY ## UV HH DY #H#H#DHH > DHHCDHH EDHH O DHHOD#
#



REHHRHH#RH#H | RAHORHHORHAURHAPRH#

A#t#to Ao Aftto ARhatt  an#0an#0a##0a## L an#HaR#NAH#WaHH T A gaR#h AR ARy ARz aH# { aH# |
an#6e0614£6e00616eudeU616606806600UBA i £D&nn~Vk##h##:##NUHLHC I##a I##H#H#NU#BHCIH#A)
HH##AENHS IHENU#S#H#5H#o 640 CI#H#a I B ####h#$ L##h U#B#5#0 CI##a I ####h U5 #a CI##a J####h $S§#
CI#HaJ####H#N#S 1##h+/F#S5#0 CIHH#HAIHH

#haga#tth+/ F#CI#H#0 I##QIHHN IH#Ha I##H##N+/ F#C I##Ha J##HHEh+ / FH#C I##0 I#HQIH#N I##a It ###N
#$ 1##h+/E#5#0 6#o CIHHa JH####N##HB##EN+/ FHCI#Ha I H####N#S LH##h+/

F#CI##a J##* o Y##o YHH LY H# DY H#H#HDHH C DHH O DHHHHHHIHHHHHH#

CHHHTHB R HHHHHHE D BHHHHH T HH BT HH I

CHHHHRHHHHIHH O I H#Q##K D «a

HHSHHSH T THAHHH T ##H0 XHHARHO O##n ) \HEUHH OHHHIHHHHHIHHHIHH 0 HEHHHHHIHH I O#o
YR OB HHOHBRH OB HHHA BB H OHB BB U HHHH OB HHHHH ARG OB HHHBRBHHHAOH#H

#xX#HAO#HHT Ao THEHHHHSHED | #HSH T THAH#H#ASHQAYH 2 H####  ##SH T TH###QAYH# 2 ##Q##Kd YD
HHSHHSH T THAHHHT ##H 0 XHHARHOO##a ) \HEUHH OHHHIHHHHIHHHHHIHHH 0 HEHHHHHEHHHHEHHHH## OHo
UHOHHHHOHARH OB HH#R BB H OHB AU HHHH OB HHHHHR R OB B HHR AR HAOH#H
H#x#HaO### T Atta THHHHODAHODHH



RHH#RRHAR RH AR H AR H IR | HHARHH AR o #HR TR ) RS TR R R KD #o
HHSHHSH T THAHHHT H#Ho XHHAHHO O##0 ) \HRUHHOHHHHHHHHHHHHHHHHH 0 HEHHHHHHHHH IR

Ottt Ottstst AAAH T AAAR#HH O #o
Ut OHHHH OHHHHOR R OB OB ORHHHHHHHH A OHH

#x#HaO#H#H T ARDOHA#HHYAAAHHHHHHY AAAH##0 THH



H#HAHSHASH T THH##ASHA¥H 2 #



#HuHSHHSHI TH###aSHoA¥H 2 #H#QHHKAY o ## SHHSH T TH##HH#H T ##t#o X#HA#HOO##0 V \#&
Wt HOHHHBHHHHHHHHRHHH 0 HEHHHHHHHHHHHHHHHH#O0H#a
%HOHHHHOHHHHOHHHHHHHHHHOHBHHBHHBHH OHHBHHBHHBHOBHHBHHHHH AOH#H
#x#HaO##H T Atk THHHHHRAHORHHURHHD RAHNAHHOA##0 AHH OHHHBHHHHHHHHRHHHRHHHHH I O HHHR I
HHBHOHBHHHHHHHH RO
e
HRHH B R R R R
HHHHHH o N##0  #ESHT TH### o h#gd¥# 2 ##Q##Kd 20
HHSHHSH T THHHHHTH#H 0 XHHARHOO##0 Y \HOUHHOHHHHHHHHHHHHHHHHH o HEHHHHH IR IR H##O0#0
%HOHHHH OHHHHOHHHHHHHHHHOHBHHHHHBHH ORHBHHBHHBHOBHHBHHHHH AOH#H
#x#HaO##HT Ao THHRHHHSHHO | #HSHI THA#RHASHQAYH 2 ###AHO | #HSH ] TH##HQAYH 2 ###o A##o A Ho AHHN
an#  ARHOARHOAHH HHBHHHBHHHHT  HHBHHH O B R O R
O HHBHH B SR K A Ho #H SHHRSH T THHHHHT #t#o X##A##o T #HOO##0 Y \#&%
HOHHBHHBHHBHHHHHHHH 0 HEHHHHHHHH IR ###O0#0
NH OHHHH#H OHHHHOHHHB Y HHBHHOHBHHHHHHHHOHHHBHHHHHH OB HHHHHHH AOHHH
#XHAOHHHT Atta THHHHHHSHAD | #HSH T THHH#ASHYAYH 2#u##HD  #HSHT THA##HQANH 2 ##SHAKd o
HHSHHSH T THAHHH T ##Ho XHHA##Ho ~##00##0 Y \#&
% HOHHHHHHHHHHHHHHH O HEHHHHHHHBHH IR #O0#0
H OHHHH OHHHHOHHHHHHHHHHOHBHHBHHBHH ORHBHY HHHBHOBHHHHHHHH AOH#H
#x#aO###T Atta THHHHOAHHOAHHH AHH X AHH QAHH o HHHHBHHBHHRH O BHHBHHBHHBHE ZHH R Z 0
HRHH R R R R R
HRHH R R R
HEHHBHHBHH RS HA0  #HSH T THu##aSHQAYH 2 #u##H0  ##SHT TH###QA¥# 2 # 1 ##Kd Ao
HHSHHSH T THAHHHTH#H 0 XHHAHHOO##0 Y \HQUHHOHHHHHHHHHHHHHRHHH o HEHHBHHBHHBHH R
On###a#OH#B##Y AAAHH##HH#Y AAAB### O H#a
%HOHHHHOHHHHOHHHBHHHBHHORHBHHHHHHHHOHHHBHHHHHHORHHHHHHHHH AOHH#
#xXHAOHHHT ARDO#HHHY AAAHHHHHHY AAA###O THHHHJARHNAHH ZAH# { AHH O BHHHBHHBHHR I O HHBHHH I
HH o HHHH R R R R R R
HRHH R
e e s
HEHHBHHHSHHO | #HSH T THHHHASHQAYH 2 HHHHHSHHT  #ASHT THAH##ASHQAR# o ## THH#KJED
HHSHHSH T THHHHHTHIH o XHHAHHOO##0 Y \HROHHOHHHHHHHHHHHHHAHHH 0 HEHHHHHHHBHH A HH#O#
H OHHHH OHHHHOHHHHHHHHHHOHBHHHBHHBHH ORHBHHBHHBHOBHHHHHHHH AOH#H
#xHaOH#HTARY t@# o #o THHHH#{AH# | A##° A#HAAH# T A#Ho HEHHBHIRH###O
HEHH B W D R
HRHH R R R R
HEHHHH RS HAO 1 SH T THan#aSHOdS S S#####SHHD | ##S# I TH###aS#gdD
e##t#a  #HSH I TH###9dSSSHO##KAWo ##SHASH L TH#### TH#H o XH#HAHHOOH#0 Y \H&
Nt HOHHHBHHHBHHHHHHHH R0 HEHHHHHHHHHRH IR ORBHEFHOHFRIY ¢ HHHBHIY § ¢ ¢ HH##O#
%HOHHHHOHHHHOHHHBHHHBHHHOHBHHHBHHHHOHHHHHHHHHHORHBHHHHHHH AOHHH
HXHAOHHH T ARDOHHHRY ¢ ¢ HHHBHIY ¢ ¢ O HHHY L ®Ho #o THHH# |
AH#tod#HoanH an# o aH# T anHDAH#NAHHUAHHOAHHUAHHY AHHDAHHY AHHHAHHHAHH2 AHHAAHH L AHHRAHHN
a##ba##0a##0cUCOEY, ®8nooXMC\RNE ; E######hSHA##N+/ FHCIH#H * ###NSHAH#N+/
FHCIt####N+/ FH###NSHAHHN+/ FH6#0 CI##



#h+/F#5#0 6#o ###h - ####h+/F#5#0 6#o ###h a&a##h+/FH#CI##a I #####tho to##h ' * " #5#0CI###N ' *
T #5#0 CI###HN#Z###N+/ F#5#0 CIHAH * ##t## ] ##H## BN H Z ##H#N# 2 H##0 J##5H#0 CI#HH * #UHH
#h#z##5#o0 CI####No to##h+/F#5#o CI#HH

#ho to#5#a##h | OU#H#N+/ FHCI#H#HAIHHAHH#N#HHLH#NUHLHC I#A IH#HH##NUHYHC JHHA I HHH#H



*##h $s 8##hU#L#C I##a I####N#S TH##h U#%#5#0 6#0 CI##a I #####NU#S#5#0 640 CI##Ha I ### T A##DaAHH
Na##Oa##0an#0an#0an#0an# xannannUan#Ua#H#DAHHY AHHHAHBHAHHDAHH -
HEHHBHHRHHRE BHE T R BRI BB R #H
HEHHBHHRHY BRI R B IR BRI BB
HEHHRHHE R B 0 RO #HSH T
TH#AHQANH 2 HHHHHHSHASHQAYH 2 #aH#H gAY H 2 #HQHHK A Qo #H SHHSH T THH#HH T #Ht#o X#HA#HOO##0 V \#&
UHHOHHHHHHHHHHHHHHH O HEHHHHHHH B HH R #O0#0

%H O#HH#HOHHHHOHHHBHHHBHHORBHHHHHHHHOHHHHHHHHHORHHHHHHHH AOH##

#x#HaO###T Atta THHA#HOAHHOAHH U AHHAAHH AAHHHARHHARH | AHH2AHH>AHHBAHH

TAHHAHHE, AHHFUAHHAGHHOAHHOAHH

AHHHOHAHARY AHH#oAHHo AR AHHE AHHCAHHOAHHOAHH 1 AHHOAHAHARHHAHHVAHHXAHH Z AHH0 AH#o AH#
Ca## 2 an# lan# 1 AnHHeHHHEHHHERH

R## " e##PR##REeH# Lat#ne## 2e##11A0U00EU U 01AGUOEN ue i180UU0EU e UlAl« oo | 1A0«Onno##
#h

####N+/ FHCI#####N

####N+/ F#5#0 6#0 CI#####N

HEH#N+/ F#6#a CIHHH#NRH LH#N+/ F#5#0 6# o ###ho # " ##h+/ F#5#0 6#a ###NSHA##N+/

F#C It#H * ###N SHA##N+/ FHC I#####NSHA##N +/ F#6#0 CI#H#



#h+/F#5#0 6#o ###h - ####h+/F#5#0 6#o ###h a&a##h+/FH#CI##a I #H####h+/
FH#CI#H#0IRH#QIRHN I Ha IR ##H##N+/

F#30a#HAAHHAAHH | AHHUAHHALHH O AHHTHHHHHHHHBHH RO HHHH B O BRI TR
Ht# <H##HHBHH TR o BHHHBHHH B HH B H B H A H A TH##KDoo

##SHESH ] T HH#HHHTH#Ho XHRARHOO## 0 Vo HUSHHHBHHHHHHH R HHHHHH0 #S

HHHHRHEHHHH R O# AR OHHHH OB OHHHHHHHHIHHOHHHHHHHHH OB HHHHH R OHHHHHHHHH AO###
#x#aO###T ARyt * " Ho TH#A#H#HO  #HSH LT H##HH#HQA¥H 2 #H# TH#K DD
HHSHHSH I THAHHHT ##H 0 XHHARHOO## o Y o HU%HBHHH B0 # S

HHHHBHHHHH R O ARH O HHHH OB HHOHHHHHRHHHH OB HHHHH OB HHHHHH AR OHHHHHHHHHAO###
#x#aO###T ARyt * “#o TH###H##SHH0  #H#SH LT HA#HaSHQd¥H# 2 H#o B aftH

CA## X A##Ho A##H o AHHHRHH NHHHHHHHHHHHH O HHHHHHHHHHHH o HHHHHHHHHHHH DR <HHHHHHH
HEHH RO HBHH B THEK A O ## SHASH T T HH###H T H##Ho XHHAHHOO##a Yo #Y

Ut H R H AR H AR H AR H AR HS

HHHHBHEHHHH R O# ARH O HHHH OB OHHHHHHHIHHOH BRI HHHH OB HHH R OHHHHH B AOH##
#x#aO###T ARyt * " Ho THH#A#HHC  #HSH L THA#HHQA¥H 2 #H#THHK, o
HHSHHSH I THAHHHT ##H 0 XHHARHOO# 0 Y o HUHBHHH B0 # S

HHHHRHEHHHH R OH ARH O HHHH OB HOHHHHHAHHHHOHHHHHHHHH OB HHHHHH R OHHHH R AO###
#x#aO###T ARyt *  Ho TH##H#H##SHHC  #H#SH LT HA#HaSHQA¥H 2 Hit#Hat#

BH# T | RHHARHHACHH N HHHHHHHH RO HHHH R O B R T H R < BB
HHH R T AR Ao #H SHASH T T HA##EET #itHo X## AHHOO##o Yo #14

Ut H R H AR H AR H AR H AR HS

HHHHRHHEHHHH R OH AR OHHHH OB OHHHHHHHHIHHOHHHHHEHHHH OB HHH R OHHHHH I AOH##
#x#aO###HT ARy * " Ho THHAHHHQ  #HSH L TH#HHQA¥H 2 #HTH#KAXo
##HSHESH ] T HH#HHET H#Ho XHRARHOO## 0 Vo HUSHHHBHHHHHHH R HHHE#H0 #S

HHHR YRS U HH O R ARH OHHHH OB HHOHH BB HHHHHO BB HHHH B OUHHHHH S HHOHBR BB HHHAO R
#x#aO###T Ayt "' *

THo THHHHHHSHAD | HASHT THHHHASHOANH 2HAH 2RHH | RHHOCRHHARHHAIRHHA" CHHPCHHRCHHSEHH
%eH##be#HH#Re##AHHo 1 # o

I##o IH#T IHH#HOTHHRI#H ] IHHNY IH#S 1 ## L IHHO IHHNNHHHOHH } O#H#~OH#Ho Oft#Hn ORHAOHHAOHHHOHHHOHRZ
O##to OfHHOHHHORHOOHH T O#H#HBOHHIO#H0OHH T O##OYUIUAUU»U° UOU»U
¢U»UnUaU»oaUoooUaUnyoyo Ut########H##1H# #h+/F#5#o##ha I A##h+/F#>* #



#hoIA##h+/Fa###h UK ####N 2 #a##N+/ FH5#0 > * ##



#h+/F#5#a0>* ## #h+/F#>*#



#hapA##th+/ F##



#hm . ###h+/Fi##ho #ao#tith+/FHCI##a I #H## o + T H##



HNEVOH#EN+/ FHE#HNHZ###N+/ FHH* #4480+ / F#5#0 CI## \#o a J#####N+/ F###h A&A##N+/

FHCIHHA JHHHHHEN/ FHCIHHO JHHQIHHA I a I hatt 1 ##h+/

F#5#n 6#n + At ARHHEetH it Lot SCHISCHIRCHIACHHICHINSHn SHHE® SHHEY SHID SHHROHHOHHHHH
B R O R OB OB R R OB Y
B B 0 B 0 B o B o B 0 B
Bt o B o B A (O DH SHDHHHHHH A 2 HH"
SHHFHHEH#QHH  UOYDHIHDHD HHHH#H#Ho NHHo HHLSHTSHESHHSH A h# * o #HqdYH 2 #HH#H
SHHFHAEHHQUHDH#HO NHHo HHLSHT SHOSHHSH G o #HgdYH 2 HHHH

SHHFHH#E###N oo h# o hitgd ' * " #



H#
SHHFH#HoDHNDHQA ' * ~ #HHHSHEHHHHRFISHASHQANH 2HHHROHH L CHHOCHHn SHHDEHHCHH | BHANCHH BH##
O###HEHH 1 EH# [ SH#n CHHAGHH | 1##a IHHCIHAN L #AH I #HBIHH#T 1 ## o THHOHHHHHIHHRIHHH U BHHHHEHH R
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HitHHRHHHHHHH AR R H SRR R OB HHH OB R H AR
HHH RS HH IR S

SHHFTHAH##H WOy HIHDHQHAHHHHHISHT SHOSHARHHSHA+/ FH####H
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HHH R

GHHFQHAHHH 10y HDHQHHHHHH1SHT SHESHHSHOANH 2 SHHHHH

QHHFPHAEHH#H 10y IHDHH##H#H#H0 NHHo HH1SHTSHBSHHSHA G h# ™ o gd¥H 2 HHttHH

QHHFPHAEHH#H 10y IHDHHHHH1SHT SHBSHHSHYAYH 2 HHt###

QHHFPHAE#H#H 10y IHDHHHHH1SHT SHBSHHSHYAYH2 HHt##
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SHHFHHA #3HDHENHHQ A +THH

QAHHVAHE { AHHERHHENHH ONHH AN OB OB Z O } Ot~ Ottin OH CHIHHHHHHHHHH T HIHHHHHHHHHH T #
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##
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&HHFQHAHH W UOYIHPH@HARHHALIH T SHBSHHIHQA¥H 2 ##



o O#H# OHHAOHHAOHHAOHHHOHH
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SHHFLHA#HH U0y #IHDHQHHHHHHHLSHT SHESHHSHYAYH 2 ### L OHHOOHHUOHHHOHHHOHH T OHHBOHHNOH#H
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#

| HHHBHH TR o T o BT 2 BB o HH BT TR
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THHHH A N T R D H R R L L L #
e R R R R e R
e R e B R R e K R R
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HHCHHHEHHH LTHHH LHHHHRHHHRI N TR O o HH R (HHBHHHH B HHH R CHH R HHHH B HHH R CHH R HHH#
HHH#HH CHHHHHBH I HAH CHHHHHAH T HH CHHBHHBH I HAH CHHRHHAH A HAH OB HAH HAH T HAH OB H A HBH 1
Ht# UHBHHHBHH AR H OB AR AR HH O AR O T Of BT OB AR
HOUBHHBHHHBHH AR OHHBHHHBHHH R OHBHHH B HH B OB HH B H B H O H B HH B HE O H B H B HER
HHBHHH A HE O HBH TR H T OB R OB R O# B R O #H R R R
#H#
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HEHHOBHHHBHHTRHHF OHHBBHH PR CHERHH R HH I CHEHH TR HH AR HHNHHH AR H T H T aH# HAHHH R HH
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###o HE#SHI TH##84# o H#EgdvA#Q# {##kdAn

##SHESH I T ##### 0 | HHOHHBHHHHHHH R HH 0084~ HaH



VB, B | B
CHHAHHO ORI N B BB OB CHB O BB OB HEHY
HOHBHHHHH HOHBHH HHHT HOHBHHT IR AOHHHHHHHAOH#H

#1#aoH

By CVHQH### D UttHo LYHSHT FH### N0 U 0 LY QAVHQUAH#H(UNH 2 HH# ] HHHK S H 0 HHH O B0 R Y
W
e e e e
T T e e e e
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VB, B | B
CHHAHHO ORI N B BB OB CHB O BB OB HEHY
HOHBHHHHH HOHBHH HHHT HOHBHHT IR AOHHHHHHHAOH#H

#1#ab#
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HHHHHHHHHE
B A
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VB, B | B
CHHAHHO ORI N B BB OB CHB O BB OB HEHY
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VB, B | B
CHHAHHO ORI N B BB OB CHB O BB OB HEHY
HOHBHHHHH HOHBHH HHHT HOHBHHT IR AOHHHHHHHAOH#H
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e e e e
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VB, B | B
CHHAHHO ORI N B BB OB CHB O BB OB HEHY
HOHBHHHHH HOHBHH HHHT HOHBHHT IR AOHHHHHHHAOH#H

HHAOH HYTVHQHHH [HHH | HHH VHHHOHHHCHUHHHHHHHHHOHHHOHHHURHHED HHE HHS #H
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O WA O HEAE A O AR O B QLR o
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HUSHHSHT T #ttttn VHHORHHH R HOORY ™ HAH



| ##, HHHHHHH T HHHE, #HEH
CHHAHHOOHBH HHHH AR HHHHH R HHHHH R B B I H OH R O HHOHHH R OHHHHY HBHY
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#H#A " #H A" HH BB HHHHH PR S HHH SHHRIH# A%HH CUHHO

Ut H&HH | &BHOSHH OHBHHHHH I OHHH TR HHHHH T CHEHHHH TR HH CHARHHHHHH T CHHHH T HHHH
OHHHHH U OB HH I OB S O S S O S OSSO #
HEHHHR IR OH BRI SRR OB HH AR S RIS HA OB H AR SRR E R OB S H AR EH A QR B HH AR EH AR H OB HH
Hit#HH R H#H ] R THES I T R T HE R T R R
HtBHRHHH I

&HHFTHE

HBHHNHDH#HHo DH#H Oy 1SHT SHBSHHSH N0 DH * 0 Oy QANH 2 ####

&#t#Fo#

EHHBHHDHH#Ho DH N o DHYA¥H 2 HHAHHQAXH 2 HHHORHH L 8HHOBHHOSHHOEHH ' ' HHA ' #HK ' #HA ' ##t# (H## (##4
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EHHAFSHEH##NA### hH#1SH#T SHBSHHSH# N h# gAY H# 2 ####H
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HSOH#HH 2##° 2HHC2HHE QHHHDHAHSHHOSHH L DHHNCHHOCHH# LOHHOCH#H | HHHH | ## VHEH BT HEASHE
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HEOHHRHH PR HHRH QSR H PR H TR OB H PR H AR H T O H PR H TR (RS H TR QR R R
UHHAH B HBH TR T OHBH B HBHH T OHBH TR H T OHBH R T LH B R QB H B TR QR
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HEHHH RS AHBHH PR H AR H AR H R o h# o h#gd¥# 2 ##
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B T O D D O O
B O DR O O O D
B OB T B TV R R A AR R A
HHHHHHH N
BHHFWHEHHHDHH#H0 DHLSHT SHBSHHSH N0 DH QA ¥H 2 HHHHH

&HHFVH#
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SHEVSHHIWSHE, THEL THEDVHH QR O T QR R O
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O##o g##OgH#HAQN#H#ANEHE [ h##\
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HeHAHHHHAH HBH T CHAHHHHAH HBH T CHAHHHHAH HBHHAHBHHHHAH HAHHAHBHHHH A HAHHAHBHHBHAHHAHHA
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HHBHAHBHSHH
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pH#QPH##APHHKQ## T q## I Q#H#OQHHO QHHD SHASSHAV LHH#W L ## o U H# 0 LHHAVHHEVHHHWHHHWHH (HHHHHHRH
HEHBWHBHBHHBHHHH B O HBEHBHH RS H B O HEH B H B R O H B H B R AR H R H RS R AR B R H R
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SHHF[#
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HEHHHOHH SR H AR H AR (RSB H AR QS HERHH A RH O H AR AR R O H AR H AR H AR OH AR H R
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HHBHBHBHBH R R R R R R R R R AR
HEHHHBHH AR H AR H AR H TR TR H TR R TR TR H TR H R H R H AR H AR SR ot o R SH T TH#H
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HHSHESH T Tattttta LHHORY YV VYV #HH 0 OO0 Y, " HHHH









#
# O#a##0

HHHY -

In####00YYYY YV HERGHER S HHFRH OB OH#O#H# 2 e ##O## 2 e ##0
##t2 e#t#O##2 e #AOH#H
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collection of information. Submission is required to obtain or retain benefits
under SSA 303(a)(6). Persons responding to this collection have no expectation
of confidentiality. Send comments regarding this burden estimate or any other
aspect of this collection of information, including suggestions for reducing
this burden, to the U.S. Department of Labor, Office of Unemployment Insurance,
Room S-4231, 200 Constitution Ave., NW, Washington, DC, 20210.# The criteria for
measures of Secretaryos Standards are currently in regulation and will remain in
effect until the regulation is replaced.# At a minimum, an IT Contingency Plan
must be reviewed and/or updated annually. # At a minimum, an IT Contingency Plan
must be tested annually.# At a minimum, a Risk Assessment should be conducted
once every three (3) years.# At a minimum, a System Security Plan must be
reviewed and/or updated annually.2 The SF-424 form is available at # HYPERLINK
"http://apply@7.grants.gov/apply/forms/sample/SF424_2_1-V2.1.pdf"
##http://apply07.grants.gov/apply/forms/sample/SF424_2_1-v2.1.pdf# 3 The SF-
424A form is available at http://apply@7.grants.gov/apply/forms/sample/SF424A-
V1.0.pdf 4 The SF-424B form is available at # HYPERLINK
"http://apply0@7.grants.gov/apply/forms/sample/SF424B-V1.1.pdf"
##thttp://apply07.grants.gov/apply/forms/sample/SF424B-v1.1.pdf# 1 The Financial
Status Report ETA-9130 form is available at # HYPERLINK
"http://www.doleta.gov/grants/docs/ETA-9130-straightSF269grants.pdf"
##http://www.doleta.gov/grants/docs/ETA-9130-straightSF269grants.pdf## The SF-
270 form is available at # HYPERLINK
"http://www.whitehouse.gov/omb/assets/omb/grants/sf270.pdf"
##http://www.whitehouse.gov/omb/assets/omb/grants/sf270.pdf#. # The criteria for
measures of Secretaryos Standards are currently in regulation and will remain in
effect until the regulation is replaced.1 The information in this appendix 1is
attributed to National Institute of Standards and Technology (NIST) Special
Publications (SP) and Federal Information Processing Standards (FIPS). These
publications can be found on the NIST website, # HYPERLINK
"http://csrc.nist.gov/publications/PubsSPs.htm1"
##http://csrc.nist.gov/publications/PubsSPs.html#, and # HYPERLINK
"http://csrc.nist.gov/publications/PubsFIPS.htm1"
##http://csrc.nist.gov/publications/PubsFIPS.html#, respectively. The key NIST
documents are listed below:NIST SP 800-18, Guide for Developing Security Plans
for Federal Information Systems;NIST SP 800-30, Guide for Conducting Risk
Assessments; NIST SP 800-34, Contingency Planning Guide for Information
Technology Systems;NIST SP 800-53, Security and Privacy Controls for Federal
Information Systems and Organizations;NIST SP 800-100, Information Security
Handbook: A Guide for Managers;FIPS Pub 199, Standards for Security
Categorization of Federal Information and Information Systems;FIPS Pub 200,
Minimum Security Requirements for Federal Information and Information Systems;##
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