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3.2.1 QwNk_
kTNk_D+2Qwj<|(NN8Cj6DN<E"U{(||(Nk_DNN8CU{)T0X7#K

b,9*3)Nk_a)KX(Qwj<,}gvKNk_DvzUZ#

TZvKNk_Qw,C'I{CGFMotQw#g{4PGFQw,G4CQw+5X(}GF0dX*

U{"aDyPvKM1ZK1DPm#}g,"a*“James”DvKI\9C{V“Jimmy”xPK"a#g{

4PGFQw"RZQwj<P8({V“Jimmy”,53+5X"a*“Jimmy”r“James”DyPvKDPm#

GFGZ&CLr\mD}LPkU{`X*D#Z1!ivB,14PQw1,aT/<GvKDGF#I
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C'9I(}dk;iJCZyPNk_G+D+2Qwj<4!qTyPNk_G+xPQw#}g,U{

MX7#a5XkQwj<`%dDyPNk_Dj8E",dP|(10Z&CLrPVdx{GDNk_

G+#

3.2.2 (d{Qw
y]9CDG`tQw~qw (GSS) 9G}]bQw,(d{QwDK*TP;,#

m 1. CZ}]bQwD(d{

9CDV{ hv

% Tcvr|`V{Dzf#

`V{(d{QwCZiR 0 vr|`V{#}g,*Qw test"tests r tester,

I9CTBQw:test%

_ UCT;vV{Dzf#

m 2. CZ`tQw~qwD(d{

9CDV{ hv

* CZ4P`V{(d{Qw#

`V{(d{QwCZiR 0 vr|`V{#}g,*Qw test"tests r tester,

I9CTBQw:}g test*

9IZnDPd9C(d{Qw#}g te*t

? CZ4P%V{(d{Qw#
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“text”r“test”,I9CTBQw:}g te?t
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3.2.2.1 T/7S(d{
TZ3)Qw,a+(d{7SM/r0S=;)Qwj<#}g,TZvKQw,g{C'dk“Smith”,G

47SsDQwj<*“Smith%”,ba5X{V* Smith DyPvK#Z;7S % (d{DivB,Qw+

v5XT Smith D<7%d#BmE(K&CLrPDQwT0GqT/7S(d{#
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G}]b9G GSS? 0S 7S

vK }]b q G

vK GSS q q

Mw }]b q G

Mw GSS q q

E"a)_ }]b q G

E"a)_ GSS q q

z7a)_ }]b q G

z7a)_ GSS q q

~q)&_ }]b q G

~q)&_ GSS q q

+CB5 }]b q G

+CB5 GSS q q

L}z9 }]b q G

L}z9 GSS q q

b?1BK }]b q G

b?1BK GSS q q

b?1BKl+R }]b q G

yPNk_Qw }]b q G

yPNk_Qw GSS q q

C' }]b G G

i/%* }]b G G

;C }]b q G

b?C' }]b G G

H}Pm }]b G G

$wSP }]b G G

3.2.3 4PlYQw
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T>dNk_E"#g{%dDNk_9_P;vr`v`X8}"wiM<"B~,G453a5X;vQ

wa{/,CQwa{/,1|(Nk_G<M`XG<#i/I(}s?&C53tThC4dC+D)N

k_G+|(ZlYQwP#
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3.3 +2Nk_E"
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*K_'XTJqT0rvKM1ZK1;6ryM~qxP\m,aZ"aZd*b)Nk_`M#fPX

vKr1ZK1ytDgxDE"#gxE"oz@UNk_ytDgaWc7(Jq,"R|(PXVe>

4"KVMAx:eDj8E"#I*vKM1ZK1#fDnbE"|(z.MvzzRrXx#

Ve>4D>}Pw`@ar-@a#KVD>}|(Z/G^a@zKT0W/_SwK#J11,I*Nk

_6q;vr`vKV#b9z\;kTJCZ?vKVDyPryM~q@@CNk_#Ax:e8DGv

Kr1ZK1ytDX(vmgx#}g,"HXK"MvMM~{(H#Ax:eD>}|(.9y&K"

jEKM-F~K#Axj8E"|(Nk_Gq*Ax:eDI1T0Nk_ytDAx:e#

3.3.2 X7"g0EkMgSJ~X7
TZG<D?vX7"g0EkrgSJ~X7,<Xk!q;V`M,}g,=K"s5rR%#dkDZ

;vX7"g0EkrgSJ~X7Gw*X7"g0EkrgSJ~X7,+GZ"a.sITKnxP|

D#w*X7"Web X7"g0EkrgSJ~X7T>Z&CLrw&#X7G<TZ1ZK1MzmGI

!n,+TZyPd{Nk_`MGX!n#

vZz7G<?D,a,$X7E"#1^DX71,53a4(K!#ba7#fE1d#tyPX7j8

E"#}g,I+6n"MAvKDX7#1CvKaR1,53+Z^DwLD}LPK!X7j8E"#

aZ6nkrd"vK6nD5JX7.d,$X*#

3.3.3 \m1
\m1GVd4\mi/kNk_.d;%DC'#}g,Jane Doe,4vK Lisa Jones D\m1,:p\m

i/k Lisa Jones .dyP;%#a+"aNk_DC'hC*CNk_D\m1#Z"a.s,IT+\m

1|D*m;C';r_(}+\m1hC*NNi/i(g,i/%;";Cr$wSP),+\m1|D

*;iC'#+yP(Vdxi/i8>CNk_IIy8(i/ir$wSPDyPI1\m#

;a+\m1Vdxzm#
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3.3.4 8Cj6
8Cj6G;VNk_j6N=#8Cj6D>}|($UEkMzR#UEk#i/(#9C8Cj647

(MQwNk_#?vNk_<P;vw*8Cj6,T>ZkCNk_`XDyPjk3fO#

g{Z"a1;P*Nk_dk8Cj6,G453aT/zId1CNk_D8Cj6DN<E#

3.3.5 =~
=~GX(ZNk_D9dD~,=S=Nk_DG<#}g,i/I=SvKDho"O'Z;lre}I

(DU,,Tca)TCvKDznPX|B~DG<#=~Dd{>}|(ai$i"iEM"1#Kb,

z7a)_Iri/a)3)D5(}g{@$iM!5k2+yw)#

'V;5PD~`M,dP|( Microsoft Word"Microsoft Excel M PDF#53;a^F=~DD~s!,

d;i/I\#{9C73d?4hC^F#+D~=S=8}.s,CD~"4II_PJ1D2+(^D

d{53C'CJ#

3.3.6 xPJ'
xPJ'E"|,Nk_DxPJ'Dj8E"#xPJ'IC4hCki/.dDgS*K (EFT)#XkkT

?vxPJ'G<`M(}g,vKVpr+>fn)#9XkkT?vxPJ'!qxPVP#vZN<?

D,IUK4G<*O5PDxPJ'#+G,^(G<PX*OxPJ'yP_DE"#

Nk_Dw*xPJ'CZkCNk_xPDpZ;W#I8(BDxPJ',TC4xP+4r}(D6

n#9I9+4xPDyP6n*F=m;xPJ'#g{CNk_G3v8}(r`v8})OD;a{

_,G453+T/9xPJ'j8E"|B*kC*F`%d#xP*KJmNk_|DxPJ'x;IE

dki/D#fpZ;W#

Zi/rxPJ'"v6n.s,+^(S53P>}CxPJ',"Rg{sxTKxPJ'xPK^D,

G4aK!CxPJ',T7#*H0rKxPJ'"vDNN6n#tb)j8E"#K!xPJ'DdP

;vEcG1C'i4pZ;WDxPJ'j8E"1,53aT>"zCpZ;W1`XDxPJ'Dj8

E"#

3.3.7 (E
(EGki/.dD/~n?#kNk_`XD(E|,ZCNk_D(EPmP#CNk_ITG2IT;

GKPmOyP(ED(6_#}g,I*vK+iE"MAb?zm#

(EITG2=4"g0ryZgSJ~#vV(EI9C Microsoft Word #e"XSL #ergSJ~44

(,;sT/*Nk_f"#Z"vrSUvV(EMkV(E.s,9IG<b)(E#}g,I(hSU

TNk_DiE,;s*CNk_f"CiE#

TZ*rNk_"vD(E,Xk*CNk_f"`XE"#}g,TZ*"MANk_DgSJ~,Xkf

"gSJ~X7#^(kT4G<UOrX7D1ZK1"v(E#

g{r4"a*Nk_D3vK"M(E,G4XkV/mSPXC(6_D(EE"#C(6_aT/"a

*zm,"Raf"ydkE"#

3.3.8 (E}b
(E}bC48>Nk_;#{SU=X(q=D(E#g{(6_D(E}b&Zn/4,,G4^(9C

C=(4((E#}g,g{IZvK;PL(X7x+2=4(EP>*(E}b,G4;a+2=4(E

"MACvK#
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3.3.9 *5K
*5KGVd4*Nk_P/DvK#g{Nk_^(1Ski/T0,r_g{Nk_G8(KvK4&m

d;%DsMEe,G4*5K\PC#}g,g{vK1&\&,G4I(}*5KxPyPb)vKki

/D;%#r_,g{z7a)_GsM+>,G4C+>DzmI\P>*+>*5K#

g{mSKP4"a*Nk_D*5K,G4aT/+d"a*zm#*C*5KdkDE"aCZBzm#

3.3.10 FqJO
Nk_ki/.dD?npZ;W<aG<ZCNk_DFqJOPmO#}g,1rvK"v6n1,Fq

G<aT/mS=CK1DFqJOPm#

w*8}&mDa{,a"vkTvKMMwG<DpZ;W#}g,1vKPJqqCry1,I\ard

"v6n#X*1,I+vKrMwDpZ;Ww*CvKrMwDFqJOPmPDJ'w{4dk#bJ

mC'TFq;WxP*kr*vT|}I\"zDNNms#1M'rzmxP6n1,9aG<pZ;

W#

y]vKDry'6PD[},IrvK"Mw"E"a)_"z7a)_"+CB5"~q)&_Mb?1

BKNk_"vZ}=6n#kTBPwnG<DpZ;W(#|(4T`vNk_DtI6n:vK"M

w"z7a)_"~q)&_"E"a)_"+CB5Mb?1BKNk_#(#48(5J(}g,4>H

r4jH)rNk_"vb)6n#

I*?vNk_hCC4"v6nD5J"=(MuR#}g,kTyZy(e1dNJ>DyP~q,Ir

~q)&_"v%J6n#I*?vz7a)_"~q)&_"+CB5rb?1BKhCC4"v6nD5

J"=(MuR#

;a*zm,$FqE"#

3.3.11 ;%
Nk_D;%Pma)KPXNk_DyP(EM6nDE"#IZ;%aNINk_ki/D*5DEv,

rKb);%\PC#}g,g{Nk_MX(6nrg0,G4C'IlYCJPXC6nT0|DNN`

X(ED#fE"#

1xP;%1,53aT/mS;%G<#}g,1rNk_xP6n1,aT/*CNk_G<;%G<#

1M'U=6n1,T01+.q"MAM'1,2aG<;%#

Kb,tPPDIhC*4SA;%#tPPDU=Dg0aT/mS=;%Pm#

;a*zm,$;%E"#

3.3.12 "M
"MJmC'f"XZNk_DnbE"#"MGw*ICD>dk,"x(itHH6,Tcv^3)C'

CJ#a*yP"M,$"Mz7G<#Kz7G<|(yw|DDz7G<"b)|DDUZM1dT0x

PKb)|DDC'D{F#

^(*zmf""M#

3.3.13 Nk_G+
T`v0;ki/xP;%DverEea*?v0;"a%@DNk_`M#}g,g{Q"avK9"a

*Mw,G4a,1*CvKMMwf";vG+G<#
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1Nk_"a*nbDNk_`M1,aT/*?vNk_mSG+G<#1!{`XG+DNk_1,,y

aT/!{G+G<#

;a*zm,$G+#

3.3.14 Nq

3.4 b?1BK"aE"
b?1BKD"aE";,ZkTd{Nk_G<Dj<"aE"#}Kj<E"(}gW!nM6nj8E

").b,TZ3)`MDb?1BK(}gyZgxDi/),9aG<K5E"#

K5E"8>b?1BKGqI*Nk_U/K5n?#K5n?D>}|(vz$wr$UD1>#g{J

mK5,G4dC'rz|,`&K5X(Db?1BKDI1Iy]h*ri/a;K5n?#

3.5 L}z9"aE"
L}z9"aE";,ZkTd{Nk_G<Dj<"aE"#}Kj<E"(}gW!nM*5Kj8E

").b,9aG<L}z9`M(}gP?yT0L}z9ytD'x)#L}z9"aE"98>L}z

9G+2i/9G=Ki/#
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Z 4 B ,$vKM1ZK1DnbE"

4.1 ri
>BhvKI*vKNk_M/r1ZK1Nk_,$Dnb`pE"#

4.2 vK<q
I*vKM1ZK1#t<q#ZC'OX<q.s,C<qa"4T>ZvKr1ZK1Dw3O#C'2

I}%C<q#JmDns<qs!* 65 kb#I9CwV<qD~`M,dP|( jpeg"png M gif#C4

T>vKM1ZK1D<qD!nGZ53\m&CLrPdC#

4.3 X5
X58>vKNk_r1ZK1Nk_km;vK.dDKJX5(}g,d<"N|_/;N|_)#*v

KNk_r1ZK1Nk_mSX51,53aT/*`XvKmS%]X5#}g,g{*vKNk_f"

Kd<X5,G42aT/*CvKNk_Dd<f"CX5#

Z[O8}&mZd,a9CZNk_.d(eDX5#;vC'I+;vr`vkw*M'`XDK1mS

*[O8}OD8}I1#Z[O8}O,QkTw*w*M'DNk_(eDNNR%X5<QI)!q#

b9C';h*Qww*M'DR%I1#

4.4 8C{
8C{GkTvKNk_r1ZK1Nk_G<DNN{F#TZ?vQdkD8C{,<Xk!q;V`

M,}g,Q"a"W!"WN{Frp{#vKNk_r1ZK1Nk_D"a{FGT>Z&CLrw&

D{F#+G,+m;{FD`MhC*W!a9BDW!{FT>#nb{F(}gWN{Frp{);a

T>,+GIC4QwvKNk_r1ZK1Nk_#

4.5 SqJq
+qm]G<f"XZvKr1ZK1_P+qm]DzRrXxDE"T0XZC+qm]DP'ZDE

"#+qm]D>}|("z+qm]r@z+qm]#vKNk_r1ZK1Nk_I\>hvzr(}k

.wL_P`vzRrXxD+qm]#

4.6 bzSt
bzStG8vKNk_r1ZK1Nk_Zi/yZzRrXxTbDzRrXxS!D;N1d#g{=

vzRi/.dfZ%]-i,G4bzStE"I\\X*#

4.7 M5
M5G<|,PX;v1dNZvKNk_r1ZK1Nk_D0;T0Q"aMwDE"#||(TMw"

M5`MT0M51dNDG<#9I,$T?NM5D?GZ$w!1}DG<#
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4.8 8}
8}C4TJq7(T0rvKNk_M1ZvKNk_;6ryM~qxP\m#8}8DG[O8}rz

7;68}#

g{vKNk_r1ZK1Nk_G<*8}I1,G48}aT/mS=vKD8}Pm#b9C'\;K

bvKNk_r1ZK1Nk_gNki/xP;%#|9a)K;VCZCJkCvK`XDNN8}Dc

]=(#ZvKNk_r1ZK1Nk_G8}Dw*M'DivB,i/I\#{T8}^F8}PmS

<#KnGZ53\mZd(e#

ZvKNk_r1ZK1Nk_Gw*M'DivB,C'9Ii4NN~qF."@@"8K"wiMJ

b#

4.9 L}
L}G<CZf"PXvKNk_M1ZK1Nk_DL}z7G<MJqDE"#}g,L}E"I\8>

3vK1QqC<u':ZhD';#

4.10 <"B~
<"B~GTf0DNk_D!5M2+_P(rI\_P)1S;<0lDB~#}g,XZTy/hvU

Kr0}r_5dBJD(f#

4.10.1 G<<"B~
<"B~G<|(:

v <"B~`M#}g,fS0}rfShvUK#

v <"B~DOXTMitH#

v Nk_Z<"B~Pd1DG+#}g,WVr$K#Z<"B~P,If0s?;,Nk_#*JmK

iv,;vG+IJCZQkTC<"B~G<dj8E"DNNNk_,rIJCZC<"B~f0D

NNNk_#}g,Q(fC<"B~DvK2ITGfS\&K#k"b,;vNk_IZ%v<"B

~P_P`vG+#

v <"B~Dj8hv#

v "z<"B~DUZ(dP|(5J1dr1U1d)#1U1dD>}|(e?"}gM9m1d#

v <"B~(f_#(f_ITGQ"aNk_"C'r4"aDvK(Z(f<"B~1dkKd*5K

j8E")#

v NN'VD5#}g,CZi$<"B~D73D$]#

v K&j8E",}g,K&4"OXTT0TK&:pDvK#

4.10.2 <"B~*5U>
*5U>a,$kT<"B~4PDNNsxYwDj8E"#}g,8}V[arRC#*5U>|(`X

*D;nr`n*5,IfTfr_(}gSJ~"g0r2=44xPK`*5#

?n*5<|(:

v NN*5Nk_DU{Mj8E"#b)Nk_ITGd{Nk_r4"aDvK,IZ*5U>Odk

d*5j8E"#

v *5Dj8E",}g;C"?D"UZ"`M"=(Mpv#
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v CZOXMf"'VD5DzF#

9I+;nr`n*5w*X(*5U>D;?VxP$@#$@&\JmC'i4kC*5U>`XDNN

*5DX|}]DlU#Kb,C'9IQwX(*5#

4.10.3 <"B~(*
<"B~(fDdP;vEcGI!qZ4("|BrXU<"B~1(*C'#9Iy]<"B~OXTd

C<"B~(*#}g,1TOX<"B~xPK|D1,x;G1Ta"D<"B~xPK|D1,C'I

SU=(*#(}SU=(*,Z*dM'wvv(1,C'aOCXxP<8#

4.11 #UQ'6Pn0O"
vKD#UQ'6G<|(Pn0O"##UQ'6PnGTvKZM5ZdrdMwvv1WDG<##U

Q'6O"GvKDyP#UPnZ#UX(ZZDi`#

1vKDMwa;#UX(1,aT/*CvKG<#UQ'6G<#

4.12 [}
SUryDvKIks[}CryD;?V"rZ}=xP6nrkT.qxPVd#Z}=GQ"aNk

_#}g,vKDry'6D;?VIrQ"aDg&)&_xP6n#w*;VxP$cre}VP.qD

=(,vKI!qICK==Vddry#Kb,w*;Vri/xPpn%9D=(,i/ISvKDry

PxP[}#

[}GZ8}&mD}LPhC#vKD[}PmT>TCvKDyP8}hCD[}#

k"b,;a*1ZK1,$[}E"#

PX[}&mD|`E",kND6Cúram [}8O7#

4.13 Xb"bBn
I*vKNk_,$Xp"bBn,T;vT>NNh*Xp"bDJb#G<KE"G*K7#vKMi/

D2+#Xp"bBn(#1SkvKD2+rkvK`XDd{K1D2+`X*#Xp"bBnD`p|

(P*/(,}g,kRv_"S8rT1gU"!5(}g}t""+>T2!rXb*xh*)r2+J

b(}g`X8oz7G<,g)&rTo8)#I+Xp"bBnDPmdC*zc1Xi/D*s#g{

3uXp"bBnQ}1,G4aG<axUZ,ba+CXp"bBn#fZz7"bBnDPmO#

a(}Xp"bBn<j4(*i/C'XZvKNk_DXp"bBn#1Q"aNk__P;ur`uP

'DXp"bBn1,K<j+T>ZvKDw3O#I(}C<jCJXp"bBnDj{Pm#

k"b,;\*vKNk_G<Xp"bBn#
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Z 5 B O"vKM1ZK1DE"

5.1 ri
IO"kTvKM1ZK1G<DE"#g{i/`N"a,;vK,G4I\a+PXCvKDe;rnb

E"G<Z;,G<O#O"E">JOGy]h*+y!j8E"SX4G<4F=w*G<#w*G<G

*I8}&m9CDP'G<#O"E"a7#w*G<|,PXvKDyPXhE","R5M539C;

<7E"DI\T#

I+E"S;uvKG<O"=m;uvKG<#9I+E"S;u1ZK1G<O"=;uvKG<#

}g,Linda Tdi0U{“Linda Smith”"a*1ZK1#Linda s4TdisU{“Linda Williams”"a*v

K#Z"M/~1,Linda ksi/9CdisU{#*K=c5VKks,a+ Linda Smith D1ZK1G

<O"= Linda Williams vKG<#9a+PXC1ZK1G<DNNP'E"4F=CvKG<#

*vKM1ZK1O"E"ITB}vWNiI:+G<jG*m;G<DX4n"+E"SX4G<O"=

w*G<T0jIO"#(I!)I!{jGX4G<,"RIKvMXB*<O"#aT/,$X4G<D

Pm#

5.2 +G<jG*X4n
“+G<jG*X4n”a+CG<jG*m;G<DX4n,"R8>I+|kCm;G<O"#

I(}4PQw4CJX4G<#aTQwj<(}gU{MvzUZ)xP&m,T5XyP%dDvK

M/r1ZK1G<DPm#53aT/+X4G<4S=w*G<,"RT>b=uG<DlU#bJmC

'HOb=vD~O,1fZDE"#

;s,aG<jGX4G<D-r,}g,dkmsT0m]sC#

Z+CG<jG*X4n.s,+^(TdxPNN^D,"R;aZ+4D&mP9CCG<#+G,g{

VP&mQ9CX4G<(}g,g{10rX4Nk_"vK6n),G4+Lx&mb)pZ;W#?N

rX4Nk_"v6nr(E1,<aT/(*8}yP_#

I"4O"QjG*X4nDG<,2IZTsDUZxPO"#

5.3 !{+G<jG*X4n
TZQjG*X4nDG<,I!{jG#}g,g{i/"V=uG<;k,;vK`X,G4TZQjG

*X4nDG<,|I!{jG#!{jGX4na5JXO*b=uG<.dDX*#

1!{jGG<1,aG<!{+CG<jG*X4nD-r,}g,dkmsT0;GX4n#53aT/

G<!{jGCG<DC'D{FT0!{jGCG<DUZ#

g{!{+G<jG*X4n,G453aT/(*8}yP_NN{OTBu~D8}:ZXkT8}I!

x;=YwDivB,X4Nk_Gdw*M'#}g,Jim QO"= James Smith#C'Q!q+PX Jim D

G<D*5Kj8E"O"= James DG<#1Kb=QmsXO"b=vve1,QTd!{jG#
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XkV/}%QO"= James Smith DG<D*5Kj8E"#!{jGaO*b=vve.dDX*,+G

ZO"}LP!qDNNj8E"<+h*I8}$wK1V/}%#

":g{xPJ'M/r8Cj6E"QSX4G<O"=w*G<,"RTs"Vb)G<;k,;vK`

X,G4XkV/SdP;uG<!{CxPJ'M/r8Cj6,;sE\!{jGX4G<#bGr*T

ZNN;vvK,53PvJmfZX(xPVPZD;vJE,"RTZNN;vvK,53PvJmfZ

X(`MD;v8Cj6#

5.4 O"E"
J11,I+X|E"(}gX7"g0EkMxPJ')SX4G<O"=w*G<#(}s?M'O"&

C53tThC,i/IdCIZO"}LPO"D)X|E"#IO"DE"gBy>:

v \m1

v 8Cj6

v 8CU{

v xPJ'

v SqJq

v (E}b

v *5K

v L}j8E"

v gSJ~X7

v M5j8E"

v bzSt

v "M

v g0Ek

v X5

v Xb"bBn

v Web X7

;s,IZNNsx8}&mD}LP9CNNQO"D}]#^(+X(Z8}D}](}gFqJOM(

EG<)O"=w*G<#T;ISX4G<DOBDZi4KE"#

+G,h*1,i/I!qSw*G<>mZi4K4O"}]#KE"v)i4.C,^(ZNNsx8}

&mD}LP9C#

":g{Q+`M*“"a”r“W!”D8CU{SX4G<O"=Q_P`M*“"a”r“W!”D8CU{D

w*G<,G4+O"C8CU{,+GC`MZw*G<P+hC*“p{”#bGr*TZNN;vvK,

vJmfZ`M*“W!”r“"a”D;v8CU{#

5.5 jIO"
Q+yPXhE"SX4G<O"=w*G<1,O"jI#aT/G<jIO"DC'D{FT0O"jI

UZ#

ZO"jI.s,4,a"4|B*“O"jI”#ZC'!qjIO".s,{G+^(XBxkO"r<#
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