CHAPTER 20

Professional Development
for Extension Staff
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Introduction

Training and onboarding programs must strategically align with best
practices in adult learning and be regularly monitored and assessed.
Extension is an educational organization that offers educational
programming to adults in communities. Therefore, Extension must commit
to offering excellent training to their own employees if those employees are
expected to design and deliver high-quality educational programs within
communities they serve.

A strong onboarding experience leads to higher job satisfaction and
organizational commitment, lower turnover, higher performance levels,
career effectiveness, and less stress on new employees (Bauer, 2011).
Excellent training contributes to productive, thriving employees. Thriving
employees are happier in their work, more committed to their organization,
and higher performers. Research investigating factors that contribute to
individual and organizational excellence has found employees who thrived
were characterized by two components: (1) a sense of vitality and (2)
constant learning (Spreitzer & Porath, 2012). While training needs to span
all employees at all career stages, extension organizations need to pay
special attention to onboarding new staff, since this sets the tone for
employee satisfaction and workplace culture.

Onboarding Overview

Onboarding is not a single event. It is a strategic plan of varied activities that
are meant to integrate new hires into the organization, with the goal of
providing them with the skills, knowledge, and cultural understanding
needed to productively fulfill their job responsibilities. This can include
traditional training, self-study and self-access materials, group orientations,
mentoring programs, and even job aids and documents relating to policy and
procedures.

The Four C’s model of onboarding (Bauer, 2011) is a useful framework for
creating robust onboarding and support systems, and one which Michigan
State University (MSU) Extension has used to guide a comprehensive
onboarding structure. The four components include Compliance,
Clarification, Culture, and Connection.
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Compliance focuses on institutional policy, rules, and regulations. This
dimension is common in even the most basic of employee onboarding
models, appearing in employee handbooks and other written policy. While
compliance may appear to be black or white, new employees need help in
contextualizing policy and rules; onboarding should not stop at simply
asking an employee to read an organizational handbook. An example of how
MSU Extension has done this would be using learning scenarios to illustrate
what choices one should make when traveling or expense reporting to abide
by travel policy and rules. The use of scenarios in adult learning capitalizes
on the problem-solving orientation of adults, which is a key tenant in
andragogy (Knowles et al., 2010), or adult learning theory.

The second component, Clarification, focuses on the understanding of one’s
role, responsibilities, and expectations. A 2014 study by Bamboo HR
revealed that one in six new hires leave in the first three months, and of
these, 23 reported that “receiving clear guidelines to what my
responsibilities were” (Maurer, 2015, First Impressions Matter section)
would have increased the likelihood of staying. Clarification requires
messaging tailored for each position by supervisors, as it may differ from
position to position. This need to personalize the content is extremely
relevant at MSU Extension; educators specialize in specific content areas and
serve defined geographic regions as small as a county and as broad as
statewide. Thus, their work realities vary hugely despite a shared title. This
requires training supervisors on the topic. Employee managers and leaders
must realize the importance of clearly setting expectations and defining
roles, and regularly circle back to these discussions as priorities and
responsibilities evolve over time.

Culture focuses on understanding formal and informal organizational
norms. The formal aspect of this dimension includes understanding an
organization’s mission, goals, values, and history. These elements are often
well-documented, and thus easier to include. Equally important within this
dimension, though, would be informal and undocumented aspects of
organizational culture and expectations, which can vary from unit to unit.
This may address norms for scheduling meetings, expectations regarding
responsiveness to emails, preferred modes of communication, and the
preferred way to get things done in accordance to common but
undocumented ways of working. Due to their fluidity, such informal aspects
are best achieved through building relationships and peer support.
Mentoring programs effectively address this dimension.

The dimension of Connection focuses on relationships to help new staff
adapt and flourish. Employees lacking engagement, whether they are high or
low performers, quit more often; and performance does not predict
engagement (Wigert, 2018). Forming connections gives new employees
access to valuable insider perspective on informal work culture and
contributes to a sense of belonging and engagement. This can be achieved by
inclusion on projects and meetings, mentoring, and team-building events.
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Michigan State University
Extension Onboarding

All new staff, from secretaries to educators to district directors, engage in an
onboarding process that is led by the learning and talent development
specialist and the human resources team.

Onboarding begins as soon as the new employee signs the offer letter.
Supervisors receive a new hire checklist of tasks to complete to ensure the
employee has the information and resources required to start the new job.
This reduces anxiety of new staff, sets the tone for a warm welcome, and
provides opportunities for new staff to make connections and begin to gain
knowledge in the area of compliance. Supervisors receive a modifiable
agenda template for their first expectations-setting meeting with the new
staff as well as a modifiable training plan that includes required and optional
training activities for their first year. These supervisor tools ensure that all
new employees are clear about their roles, responsibilities, and
expectations.

New staff complete two self-paced online onboarding courses. The first
course addresses formal organizational culture such as the history, mission,
and structure. It also introduces an array of resources with links so new staff
can dive back into topics and learn more when ready. The second course
contains a collection of modules on topics that are relevant across job
positions, such as civil rights expectations and administrative skills of
expense reporting and time management.

The online, self-paced, asynchronous format of these courses aligns well to
both the logistical needs of Extension employees, who are geographically
spread across Michigan, and to best practices in adult learning. Adult
learners need to feel self-directed and be seen by others as such. They want
to take responsibility for their own learning and feel like it is a choice
(Knowles et al,, 2010). The self-paced format of these courses allows for this
and provides learners with readily accessible documentation on various
areas that they can easily circle back to for review or reference.

Online learning modules make use of Extension-specific scenarios (see
Figure 20-1). Adults typically become ready to learn when they experience a
need to cope with a real-life situation or perform a task (Knowles et al,,
2010). These scenarios help learners to contextualize theoretical
information into their own professional world of Extension, and can easily
be incorporated into both face-to-face and online learning modules, such as
the excerpt from an online module shown in Figure 20-1. The grounding of
the materials in Extension-specific scenarios also motivates learners, as the
link between their reality and the content is obvious.
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Figure 20-1. Example scenario from the MSU Extension online training course
“Preparing to Submit Your Educational Project to an Editor.”

The format and length of these onboarding course materials were informed
by a 2017 needs analysis (n = 220) that revealed the preferred length of
training to be 20 to 45 minutes. Thus, course material was chunked into
thematic modules ranging in length from 20 to 30 minutes. Online course
badges for individual modules and a certificate of completion for each
course provides motivation and allows for accountability as certificates can
be requested by supervisors to document completion of the materials.

Whereas these online resources focus on compliance, formal work culture,
and the providing of connections to online and other resources, a face-to-
face element is necessary to help new staff to build relationships and learn
how their individual roles fit into the larger mission of the organization. To
achieve that, a two-day, face-to-face orientation is required of all new
employees. These orientations take place four times a year on the MSU
campus and require overnight travel for most attendees.

The orientation focuses on understanding the organization, building
relationships, and making connections. Attendees meet with members of
leadership and key support staff and learn about the mission, vision, values,
and history of the organization along with diverse types of programming
provided. All employees attend the same orientation, from administrative
support staff to educators to directors, so it does not cover the specifics of
how to perform one’s job. While the orientation does have elements
stressing organizational identity, MSU Extension tries to balance this content
with content that celebrates the new employees’ strengths. The organization
takes this approach because when onboarding focuses on individual identity
instead of on organizational enculturation and identity, there is less
turnover and higher levels of engagement and job satisfaction (Cable et al.,
2013). Thus, MSU Extension incorporates activities that have participants
identify their strengths and passions at work and recognize how their
unique skillset can contribute to the success of the unit. Staff attend a
session on diversity training, and the message that diversity results in
strength is reinforced.
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Mentoring

Mentoring helps the new employee strategize in work-life balance, manage
stress, understand organizational values, and identify as an important part
of the organization (Payne & Huffman, 2005). Having a mentor helps
employees form supportive relationships and keeps employees from feeling
that their work lacks meaning (Bailey & Madden, 2016). In the context of
Extension, mentoring can result in increased job satisfaction (Bowen et al.,
1994) and result in improved program planning and implementation
(Kutilek & Earnest, 2001). At MSU Extension, each institute has a mentor
coordinator who makes and monitors mentoring matches. Mentors are
selected from employees who are positive, well-connected, experienced, and
willing and able to invest an appropriate amount of time. Mentoring is a
choice, not a requirement. Both mentors and mentees complete information
forms so that appropriate matches can be made based on shared areas of
interest, preferred communication modes, geographic location, and
personality. The learning and talent development specialist oversees the
program. She works with the coordinators, maintains a mentoring
handbook, and provides training and guidance for new mentors. Surveys to
both mentors and mentees at 2, 6, and 12 months into the mentoring
relationship serve to keep coordinators informed on the progress of the
mentorship. Survey responses reveal when a relationship may not be
working, if additional support or resources are needed, and what perceived
benefits are resulting from the relationship.

Frameworks for Professional
Development: Core Competencies
& the T-Shaped Professional

In Extension contexts, the term competency has been broadly defined to
include “the application of knowledge, technical skills and personal
characteristics leading to outstanding performance” (Boltes & Bieber, 1997,
p. 35), or the “knowledge, skills of abilities required of a job” (Cooper &
Graham, 2001, p. 39). Given the broadness of these definitions, one can
imagine the difficulty of using competencies as a framework for professional
development that spans positions. Thus, MSU Extension has focused on core
competencies, which is defined more specifically to be broad and inclusive
skills, which span positions and provide a scaffolding for how employees can
succeed at work. Core competencies are not position specific. “They relate to
our organizational values and create a link between what we believe and
how we behave” (Baker, n.d.).

At MSU Extension, our core competencies span disciplines and positions to
provide a structure for goal-setting, professional development, and
performance management. These competences, revised in 2019, are listed in
Table 20-1.
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Table 20-1. MSU Extension Core Competencies.

Competency ‘

Physical and
fiscal resources

Description

Mindful of individual and shared workspaces and resources.
Exhibits good stewardship of physical and financial resources
(e.g., storage, supplies, budgets, financial records, and
reporting).

Teamwork and

Thoughtfully engages in working with others throughout the

leadership organization to plan and accomplish the organizational
mission and promote shared values. Positively influences
groups and individuals. Establishes and supports teams such
as advisory boards, committees, councils, etc. (e.g., coaching,
mentoring, creating a vision, implementing action plans).

Partnerships Is aware of issues and variables vital to the community being

and served, and understands how these variables impact program

collaborations prioritization, planning, and delivery. Continuously seeks
opportunities and builds strategic partnerships to leverage and
build support for programming to reach organizational goals
and serve communities according to their needs (e.g.,
communicates with media, communicates Extension’s value to
partners, awareness of community).

Program Supports the development and delivery of programs including

development, the collection of appropriate data to measure impacts.

evaluation, and | Understands the need to communicate programming outcomes

reporting to stakeholders and continuously improve programming
content and marketing through evaluation (e.g., needs
assessment, marketing, program evaluation).

Educational Delivers content in formal and informal educational contexts

delivery and using appropriate strategies and methods based on the target

technology audience. Stays current with innovations in educational

adoption technology and adopts these technologies as appropriate, using
modern theories in teaching and learning (e.g., being an early
adopter or tester of innovative tools).

Diversity, Leads and supports efforts to advance a diverse, equitable, and

equity, and inclusive community and workplace consistent with

inclusion Extension’s core values. Builds awareness (of self and others
across differences) and prioritizes diverse relationships,
networks, and collaborations to build and include all
Michigan'’s population across program planning, delivery, and
evaluation. Open to understanding historical and current
barriers that impact constituents and colleagues lives at the
personal, interpersonal, institutional, and cultural levels.
Consistently upholds the highest standards of equity and
inclusion in programs.

Interpersonal Displays positive interpersonal skills and has self-awareness in

and being accountable, responsible. Recognizes areas for self-

organizational | improvement and pursues professional development for

professionalism | continuous learning. Aligns actions to the mission and goals of

Extension (e.g., professional in communications, follows
through on initiatives and meets deadlines, puts thought into
appropriate professional development, makes an effort to keep
skills updated).
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Having a shared set of understandings and skills spanning disciplines and
positions enables staff from various programmatic areas or disciplines to
function well as teammates and colleagues. It cannot be denied, however,
that each position also demands job-specific skills and knowledge beyond
these competencies. These content-based skills and knowledge are also
sometimes referred to as “technical” competencies. Thus, we have wed the
concept of core and technical competencies with the T-shaped model of
professional development.

The T-shaped model of professional development encompasses both core
competencies that span disciplines and disciplinary-specific skills and
competencies.

The T-professional, often illustrated as a large block T,
integrates depth, defined in terms of disciplinary knowledge
and the ability to understand how individuals with that
knowledge function and interact to accomplish a desired
outcome within or across a system(s), and breadth, defined
as the professional abilities that allow someone with
profound disciplinary knowledge to interact meaningfully
with others who possess different disciplinary knowledge in
order to affect an outcome that might not otherwise be
possible. (Gardner & Estry, 2017, p. 1)

This concept of a T-shaped professional model emerged from industry in the
1990s as a way to conceptualize the type of talent companies were looking
for in their employees. MSU recognized the value of the model as a useful
framework to articulate a planned way of graduating students trained in the
liberal arts who would possess both the expertise in their own discipline and
the skills needed to work across disciplines. From there, the university also
adopted the model to frame university employees’ professional
development.

The core competencies that cut across multiple positions within an
organization are crucial in developing employees who are able to work
across disciplinary boundaries to contribute to projects and solutions, and
see challenges and issues faced in different disciplines and systems. A
review of essential competencies needed by extension professionals by
Argabright et al. (2019) shows that the competencies most frequently
deemed as crucial in extension have historically been “program
development and evaluation, research expertise, and a fundamental
knowledge of Extension.” However, they argue, we must go beyond these
traditional topics in developing Extension professionals to face increasingly
complex challenges. Skills needed to face these challenges include many
“soft” skills such as effective teamwork and relationship building, which
allow individuals with various talents to come together and form diverse
teams capable of solving these problems. In addition, Extension needs to
develop leaders who excel in communication and other soft skills so that
new talent is retained and supported (Seger & Hill, 2016). This is not a new
idea; a 2010 Delphi panel of national experts in Extension resulted in two
main groupings of competencies, one relating to the program development
process and the larger grouping composed of core interpersonal skills
(Harder et al., 2010) that could all fit onto the “top” of the T (see Figure
20-2) and easily apply to professionals in many disciplines.

The seven MSU Extension core competencies focus on the top bar of the “T”
in the T-shaped professional model (see Figure 20-2). Some of these
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competencies reflect the nature of our organization; we exist to serve
communities through evidence-informed educational programming. For this
reason, the following competencies are included in the top bar of the T:

» Partnerships and Collaborations

» Program Development, Evaluation, and Reporting

= Educational Delivery and Technology Adoption

For example, not all positions at MSU Extension directly develop programs.
Yet all extension employees must have a broad understanding of what
happens in program development, evaluation, and reporting, as it is the crux
of what we do.

Figure 20-2. T-shaped learning model used to frame core competency and position-specific competencies
for MSU Extension employees.

BROAD: Spanning positions & disciplines

Physical & Fiscal Resources | Teamwork & Leadership
Partnerships & Collaborations
Program Development, Evaluation, & Reporting
Educational Delivery & Technology Adoption
Diversity, Equity & Inclusion
Interpersonal & Organizational Professionalism

C

Position-specific
skills &
competencies

3 Ci

e

DEEP: Position-sp
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If we wish our employees to take their responsibilities to educate and
inform communities through evidence-based programming seriously, we
must be deliberate in our approach to onboarding, training, and
development. Aligning your training delivery to best practices and
developing a framework for determining content are the first steps in this
process.

References

Argabright, K. ], Davis, G. A, Torppa, C. B, King, J., Scheer, S. D., & Stollar, M. K. (2019).
Developing and supporting the future Extension professional. Journal of
Extension, 57(4). https://www.joe.org/joe/2019august/comm1.php

Bailey, C., & Madden, A. (2016). What makes work meaningful—Or meaningless.
MIT Sloan Management Review. https://bitly/3nmNUjp

Baker, A. (n.d.). MSU Extension Organizational Development: Core competencies.
Michigan State University Extension.
https://www.canr.msu.edu/od/professional development/core competencies

Bauer, T. N. (2011). Onboarding new employees: Maximizing success. SHRM
Foundation’s Effective Practice Guideline Series. https://bitly/32D8vrP

Boltes Stone, B., & Bieber, S. (1997). Competencies: A new language for our work.
Journal of Extension, 35(1).
https://www.joe.org/joe/1997february/comm1.php

Bowen, C. F,, Radhakrishna, R., & Keyser, R. (1994). Job satisfaction and commitment
of 4-H agents (Article 1RIB2). Journal of Extension, 32(1).

http://www.joe.org/joe/1994june/rb2.html

Cable, D. M., Gino, F., & Staats, B. R. (2013). Reinventing employee onboarding. MIT
Sloan Management Review. 54(3), 23.
http://sloanreview.mit.edu/article /reinventing-employee-onboarding/

Cooper, A. W., & Graham, D. L. (2001). Competencies needed to be successful county
agents and county supervisors. Journal of Extension, 39(1).
http://www.joe.org/joe/2001february/rb3.html

Gardner, P., & Estry, D. (2017). A primer on the T-professional. MSU Collegiate
Employment Research Institute.

Harder, A., Place, N. T., & Scheer, S. D. (2010). Towards a competency-based
extension education curriculum: A Delphi study. Journal of Agricultural
Education, 51(3). 44-52.

Knowles, M. S., Holton, E. F., & Swanson, R. A. (2010). The adult learner: The
definitive classic in adult education and human resource development. Elsevier.

Kutilek, L. M., & Earnest, G. W. (2001). Supporting professional growth through
mentoring and coaching. Journal of Extension, 39(4).
http://www.joe.org/joe/2001august/rb1.html

Maurer, R. (2015). Onboarding key to retaining, engaging talent. SHRM Foundation.
https://bitly/3pgebPE

Payne, S. C., & Huffman, A. H. (2005). A longitudinal examination of the influence of
mentoring on organizational commitment and turnover. The Academy of
Management Journal. 48(1), 158-168. https://www.jstor.org/stable/20159647

Seger, . & Hill, P. 2016. The future of extension leadership is soft leadership. Journal
of Extension, 54(5). https://www.joe.org/joe/20160ctober/comm1.php




20-10 | CHAPTER 20

Spreitzer, G., & Porath, C. (2012). Creating sustainable performance. Harvard

Business Review. https://hbr.org/2012 /01 /creating-sustainable-performance

Wigert, B. (2018). Talent walks: Why your best employees are leaving. Gallup.
https://bit.ly/35rmnrg

MICHIGAN STATE

UNTV RS Ty Extension

MSU is an affirmative-action, equal-opportunity employer, committed to achieving excellence through a
diverse workforce and inclusive culture that encourages all people to reach their full potential. Michigan
State University Extension programs and materials are open to all without regard to race, color, national
origin, gender, gender identity, religion, age, height, weight, disability, political beliefs, sexual orientation,
marital status, family status or veteran status. Issued in furtherance of MSU Extension work, acts of May 8
and June 30, 1914, in cooperation with the U.S. Department of Agriculture. Jeffrey W. Dwyer, Director, MSU
Extension, East Lansing, MI 48824. This information is for educational purposes only. Reference to
commercial products or trade names does not imply endorsement by MSU Extension or bias against those
not mentioned. The 4-H name and emblem have special protections from Congress, protected by Title 18
USC 707. Printed on recycled paper. 1P-200/Web-01/2021-AP/Web-PA/RM/LG WCAG 2.0 AA



	Chapter 20: Professional Development for Extension Staff
	Introduction
	Onboarding Overview
	Michigan State University Extension Onboarding
	Mentoring
	Frameworks for Professional Development: Core Competencies & the T-Shaped Professional
	References


<<

  /ASCII85EncodePages false

  /AllowTransparency false

  /AutoPositionEPSFiles true

  /AutoRotatePages /All

  /Binding /Left

  /CalGrayProfile (Gray Gamma 2.2)

  /CalRGBProfile (sRGB IEC61966-2.1)

  /CalCMYKProfile (U.S. Web Coated \050SWOP\051 v2)

  /sRGBProfile (sRGB IEC61966-2.1)

  /CannotEmbedFontPolicy /Warning

  /CompatibilityLevel 1.6

  /CompressObjects /All

  /CompressPages true

  /ConvertImagesToIndexed true

  /PassThroughJPEGImages true

  /CreateJobTicket false

  /DefaultRenderingIntent /Default

  /DetectBlends true

  /DetectCurves 0.1000

  /ColorConversionStrategy /LeaveColorUnchanged

  /DoThumbnails false

  /EmbedAllFonts true

  /EmbedOpenType false

  /ParseICCProfilesInComments true

  /EmbedJobOptions false

  /DSCReportingLevel 0

  /EmitDSCWarnings false

  /EndPage -1

  /ImageMemory 1048576

  /LockDistillerParams false

  /MaxSubsetPct 100

  /Optimize true

  /OPM 1

  /ParseDSCComments true

  /ParseDSCCommentsForDocInfo true

  /PreserveCopyPage true

  /PreserveDICMYKValues true

  /PreserveEPSInfo false

  /PreserveFlatness true

  /PreserveHalftoneInfo false

  /PreserveOPIComments false

  /PreserveOverprintSettings true

  /StartPage 1

  /SubsetFonts true

  /TransferFunctionInfo /Apply

  /UCRandBGInfo /Remove

  /UsePrologue false

  /ColorSettingsFile ()

  /AlwaysEmbed [ true

  ]

  /NeverEmbed [ true

  ]

  /AntiAliasColorImages false

  /CropColorImages true

  /ColorImageMinResolution 150

  /ColorImageMinResolutionPolicy /OK

  /DownsampleColorImages true

  /ColorImageDownsampleType /Bicubic

  /ColorImageResolution 300

  /ColorImageDepth -1

  /ColorImageMinDownsampleDepth 1

  /ColorImageDownsampleThreshold 1.50000

  /EncodeColorImages true

  /ColorImageFilter /DCTEncode

  /AutoFilterColorImages true

  /ColorImageAutoFilterStrategy /JPEG

  /ColorACSImageDict <<

    /QFactor 0.40

    /HSamples [1 1 1 1] /VSamples [1 1 1 1]

  >>

  /ColorImageDict <<

    /QFactor 0.76

    /HSamples [2 1 1 2] /VSamples [2 1 1 2]

  >>

  /JPEG2000ColorACSImageDict <<

    /TileWidth 256

    /TileHeight 256

    /Quality 15

  >>

  /JPEG2000ColorImageDict <<

    /TileWidth 256

    /TileHeight 256

    /Quality 15

  >>

  /AntiAliasGrayImages false

  /CropGrayImages true

  /GrayImageMinResolution 150

  /GrayImageMinResolutionPolicy /OK

  /DownsampleGrayImages true

  /GrayImageDownsampleType /Bicubic

  /GrayImageResolution 300

  /GrayImageDepth -1

  /GrayImageMinDownsampleDepth 2

  /GrayImageDownsampleThreshold 1.50000

  /EncodeGrayImages true

  /GrayImageFilter /DCTEncode

  /AutoFilterGrayImages true

  /GrayImageAutoFilterStrategy /JPEG

  /GrayACSImageDict <<

    /QFactor 0.40

    /HSamples [1 1 1 1] /VSamples [1 1 1 1]

  >>

  /GrayImageDict <<

    /QFactor 0.76

    /HSamples [2 1 1 2] /VSamples [2 1 1 2]

  >>

  /JPEG2000GrayACSImageDict <<

    /TileWidth 256

    /TileHeight 256

    /Quality 15

  >>

  /JPEG2000GrayImageDict <<

    /TileWidth 256

    /TileHeight 256

    /Quality 15

  >>

  /AntiAliasMonoImages false

  /CropMonoImages true

  /MonoImageMinResolution 1200

  /MonoImageMinResolutionPolicy /OK

  /DownsampleMonoImages true

  /MonoImageDownsampleType /Bicubic

  /MonoImageResolution 1200

  /MonoImageDepth -1

  /MonoImageDownsampleThreshold 1.50000

  /EncodeMonoImages true

  /MonoImageFilter /CCITTFaxEncode

  /MonoImageDict <<

    /K -1

  >>

  /AllowPSXObjects false

  /CheckCompliance [

    /None

  ]

  /PDFX1aCheck false

  /PDFX3Check false

  /PDFXCompliantPDFOnly false

  /PDFXNoTrimBoxError true

  /PDFXTrimBoxToMediaBoxOffset [

    0.00000

    0.00000

    0.00000

    0.00000

  ]

  /PDFXSetBleedBoxToMediaBox true

  /PDFXBleedBoxToTrimBoxOffset [

    0.00000

    0.00000

    0.00000

    0.00000

  ]

  /PDFXOutputIntentProfile ()

  /PDFXOutputConditionIdentifier ()

  /PDFXOutputCondition ()

  /PDFXRegistryName ()

  /PDFXTrapped /False



  /CreateJDFFile false

  /Description <<





    /CHS <FEFF4f7f75288fd94e9b8bbe5b9a521b5efa7684002000410064006f006200650020005000440046002065876863900275284e8e55464e1a65876863768467e5770b548c62535370300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200036002e003000204ee553ca66f49ad87248672c676562535f00521b5efa768400200050004400460020658768633002>

    /CHT <FEFF4f7f752890194e9b8a2d7f6e5efa7acb7684002000410064006f006200650020005000440046002065874ef69069752865bc666e901a554652d965874ef6768467e5770b548c52175370300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200036002e003000204ee553ca66f49ad87248672c4f86958b555f5df25efa7acb76840020005000440046002065874ef63002>

    /CZE <>

    /DAN <>

    /DEU <>

    /ESP <>

    /ETI <>

    /FRA <>







    /HUN <>

    /ITA (Utilizzare queste impostazioni per creare documenti Adobe PDF adatti per visualizzare e stampare documenti aziendali in modo affidabile. I documenti PDF creati possono essere aperti con Acrobat e Adobe Reader 6.0 e versioni successive.)

    /JPN <>

    /KOR <FEFFc7740020c124c815c7440020c0acc6a9d558c5ec0020be44c988b2c8c2a40020bb38c11cb97c0020c548c815c801c73cb85c0020bcf4ace00020c778c1c4d558b2940020b3700020ac00c7a50020c801d569d55c002000410064006f0062006500200050004400460020bb38c11cb97c0020c791c131d569b2c8b2e4002e0020c774b807ac8c0020c791c131b41c00200050004400460020bb38c11cb2940020004100630072006f0062006100740020bc0f002000410064006f00620065002000520065006100640065007200200036002e00300020c774c0c1c5d0c11c0020c5f40020c2180020c788c2b5b2c8b2e4002e>

    /LTH <>

    /LVI <>

    /NLD (Gebruik deze instellingen om Adobe PDF-documenten te maken waarmee zakelijke documenten betrouwbaar kunnen worden weergegeven en afgedrukt. De gemaakte PDF-documenten kunnen worden geopend met Acrobat en Adobe Reader 6.0 en hoger.)

    /NOR <>

    /POL <>

    /PTB <>





    /SKY <>



    /SUO <>

    /SVE <>

    /TUR <>



    /ENU (Use these settings to create high quality Adobe PDF documents suitable for a delightful viewing experience and printing of business documents.  Created PDF documents can be opened with Acrobat and Adobe Reader 7.0 and later.)

  >>

>> setdistillerparams

<<

  /HWResolution [600 600]

  /PageSize [612.000 792.000]

>> setpagedevice





