0o

h -
;\f\n‘TwLe_& Michael E. Broache, Chief Mpﬁﬂy\// IR
seency | Accounting and Payroll Services BALTIMORE
name & | 401 E. Fayette St., Room 500
MEMO
| SUBJECT! City Council Resolution: 08-0076R
DATE:

T0

28-141

8-5017

The Honorable President and September 23, 2009

Members of the City Council
Room 400 City Hall

Attn: Karen Randle

The Department of Finance, Bureau of Accounting and Payroll Services, is pleased to
respond to your request to provide information regarding CityDynamics, the City of
Baltimore’s new financial system. This system, which was implemented in March 2009,
represents best practices in technology and accounting and positions the City of Baltimore
favorably for the future.

While the system encompasses all facets of accounting and financial reporting, the focus of
our response will be to address the concerns raised by the Council regarding prompt
payment to vendors for goods and services provided to City of Baltimore agencies. Prior to
getting into the details of the system and the business process changes implemented, it is
important to note that one of main reasons for implementing CityDynamics was to improve
the City’s process for paying vendors and thus improve overall timeliness of payment. It was
also a goal to improve the City’s internal control over vendor payments and its ability to
monitor vendor invoices as they flow through the City. The Department of Finance, Bureau
of Accounting and Payroll Services, takes the timely payment of vendors very seriously and
believes that the processes implemented through CityDynamics allow for vendors to be
paid quickly and also allows the City to start taking discounts often offered by vendors for
prompt payment of vendors.

The processing of invoices is a partnership between vendors, agencies acquiring the goods
and services, and the Department of Finance, Bureau of Accounting and Payroll Services.
Vendors must provide the City of Baltimore with invoices that clearly and accurately reflect
the goods and/or services provided. They must include identifying information on each
invoice such as City of Baltimore purchasing authorization document ID, Purchase Order
Number, Contract Number, or Expenditure Authorization (EA) number). Agencies must not
enter into agreements with vendors or accept the delivery of goods and services until they

1

i il y

b7

0

7
v



receive the appropriate approval and documents. They must provide the vendor with an
agency contact person as well as the appropriate procurement document (PO, Contract
Number or EA number) and instruct the vendor to include this identifying information on
each invoice. In addition, immediately upon receipt of the goods and services agencies must
enter their receipts into the appropriate system, particularly CitiBuy. Timely entry of receipt
information allows the Bureau of Accounting and Payroll Services (BAPS) to process the
invoice immediately upon receipt of the invoice, scanning, and verification. The Bureau of
Accounting and Payroll Services is at the end of the vendor interaction and relies upon
vendors to provide accurate and timely documents and agencies to receive the goods and
services in a timely manner. BAPS cannot pay a bill until agencies provide the authorization
to do so and this is normally via an approved receipt of goods and services.

The scanning and electronic workflow processes implemented in CityDynamics not only
represent best practices in accounts payable, but they allow BAPS to monitor the flow of
invoices throughout the City and follow-up on invoices that have not been paid in a
reasonable time.

As with all new systems implementations there have been challenges as the City’s
workforce adapts to new business processes and challenges. Many City employees do not
possess the appropriate level of computer skills and agencies need to address this. In
addition, errors have been made by agencies and BAPS staff that have caused confusion and
delayed some payments. The City is also learning to operate electronically without much
paper flow. This is a significant shift in the way we do business and a challenge to many long
term employees. The organization is growing and learning each day and we have statistics
to support this.

The Bureau of Accounting and Payroll Services pays over 12,000 payments each month.
When invoices associated with CitiBuy Purchase Orders have been properly formatted and
agencies enter receipts in a timely manner, vendor payments are made in an average of 22
days. When invoices lack all appropriate information or agencies have not entered receipts
in a timely manner then the average time to pay the vendor is 51 days. For Expenditure
Authorizations (EA) the average time is 10 days if invoices are properly formatted and
agencies enter receipts timely. If invoices are not properly formatted the average time to
process an EA invoice is 77 days.

The Department of Finance, Bureau of Accounting and Payroll Services, believes that we
have implemented the right system and business processes for today with flexibility for the
future. We continue to work with vendors and employees to resolve the challenges
associated with such a major implementation. The key components of CityDynamics and its
implementation are documented on the following pages, with the focus on the vendor
payment processes.



CITYDYNAMICS

Summary:

In March 2009 the Department of Finance, Bureau of Accounting and Payroll Services (BAPS),
implemented a state of the art financial system replacing the Integrated Financial System (IFS) that
had been operating for forty years. The transition to this system was essential as IFS was written in
a software language that is no longer adequately supported and many of the business practices
were antiquated and lacked the level of internal control required in today’s world. A failure in IFS
would have jeopardized the City’s ability to pay vendors, process financial transactions, prepare
required financial statements and reports supporting grants and City bond issues, bill certain
customers, and the City’s overall compliance with Generally Accepted Accounting Principles (GAAP).
The strategy taken for the replacement of IFS was to acquire a state of the art system that
incorporates best practices in business processes and technology and to implement out of the box,
only changing where there were City of Baltimore laws or regulations that required a deviation from
best practices. Instead of fitting the City’s processes to the software the decision was made to
change the City’s processes to be in line with best practices. This approach provides for a quick and
cost effective implementation along with an efficient future upgrade path.

Another key element in the process was to select a vendor that not only had the technical expertise
to implement a system of this magnitude but also the ability to guide the City of Baltimore through
the significant change process associated with such an endeavor.

The software solution and implementer were selected during a competitive bid process that was
completed in October 2007. The vendor selected was RSM McGladrey, a national accounting and
consulting firm with strong local presence and experience in government accounting and business
processes. The software solution selected was Microsoft Dynamics GP a solution that has been
implemented in many organizations both public and private throughout the world. It is a proven
system with proven best practices and internal controls.

CITYDYNAMICS:
CityDynamics replaced the following processes previously performed using IFS:
e All General ledger GAAP accounting
e Implemented a new 26 character account number
e Accounts Payable
e Grant Accounting
e Miscellaneous Billing for non lienable bills
e Financial reporting
® Interface with 35 current City systems that use account numbers

e Converted over 400,000 accounts



Major Changes Implemented with CITYDYNAMICS:

The following changes were made as the result of implementing CITYDYNAMICS to incorporate best

practices and effective internal control:

Change in account structure to allow for better tracking of revenues and expense and more
effective reporting. A twenty six character (26) account number replaced the old IFS fifteen
(15) character account structure. The new account structure provides consistent meanings
for each account segment and provides for better financial reporting and growth as the City
implements new programs and activities;

Replacement of the DPO process for small purchases with an Expenditure Authorization that
supports best practices and inciudes prior approval of all small purchases, electronic
workflow, and matching and approval of receipts prior to paying invoice;

Centralized receipt of all vendor invoices, scanning invoices and electronic workflow to
maintain a trail of all invoices and provide mechanisms to follow up and expedite vendor
payments. Goal is to move to electronic invoicing for major vendors to eliminate paper flow
and expedite payment;

Elimination of paper reports distributed to agencies and implementation of electronic
reports that can be run by agency fiscal employees when needed.

Communication and Training:

Involvement of key high volume users started in November 2007 at the onset of the implementation
process. Representatives from DPW, Health, Police, HCD, Recreation and Parks, and Budgets were
heavily involved in confirming the design for the new processes.

Once the initial design was developed communication sessions were conducted for agency fiscal
employees.

o These sessions started in July 2008 and were held in the CitiStat Room.

O

o0 Monthly meetings were held between July-September 2008
o Bi-weekly meetings were held between October 2008 and May 2009
o Monthly meeting started again in September 2009

City fiscal officers were provided information about the new system, new business
processes, given the opportunity to ask questions, and provided homework assignments;.



o Fiscal officers were asked to share the information provided at these meeting with members
of their leadership teams and other employees involved in processing financial transactions
and using reports and financial information in the daily work assignments.

o Powerpoint presentations were sent via email to all fiscal officers.

o The project team encouraged fiscal officers to schedule project team presentations for their
organizations;

o In addition to providing feedback to the project team, providing user lists, providing
feedback on the new account numbers, and coordinating training, agency fiscal officers
were asked to evaluate the technical computer and accounting skills of their employees.

o If these skills were lacking, agencies were asked to schedule their employees for
basic computer training offered by the Department of Human Resources (DHR).

o The first slide and ten minutes of each meeting each meeting focused on this
requirement and the fact that users not demonstrating these skills would have their
access removed.

© As a Bureau Chief needing to support CityDynamics, | had to assess the skills levels
of my team members. Every member of BAPS was sent to multiple DHR computer
training courses to improve their computer skills.

© Prior to the March 1, 2009 implementation of CityDynamics a total of 15 agency
meetings were held.

o Project team members conducted many one on one meeting with agencies to
review new accounts and business processes, establish workflows, and discuss how
they could leverage the system to meet their objectives.

o Agency specific meetings were held as requested.

Formal classroom training started on January 6, 2009. Training was designed to give users an
overview of the system and new business processes. Sessions were focused on specific roles and
tasks within the system.

e The goal was to provide training as close to go live as possible so agencies could begin using
the skills they developed during training;

e Users were provided the opportunity to practice in a non production database
environment;

® Intotal close to 800 users were trained prior to go live on March 1, 2009.

During the last two weeks of February, one hour refresher courses were conducted to provide those

previously trained the opportunity to practice their skills and ask questions in an organized
classroom environment.



Prior to implementation:

o CITYDYNAMICS mazilbox was established and staffed by project team members. Users were
encouraged to send their questions, issues and problems to this email address;

e Each agency was provided a specific phone contact number to call if they wanted to talk
with someone about the system;

e Agencies were also assigned a project team member as a point of contact and these
individuals visited each agency during initial implementation and through the end of March.
Six month follow up sessions are currently being conducted;

e Training documents were available on the City’s intranet site, including an online
demo/walkthrough of the entire Expenditure Authorization (EA) process.

In the months since implementation, the project team has been focused on providing as much one
on one support to users as possible. Follow-up training sessions have been conducted. New training
on how to use the reporting features of CityDynamics has been a focus as well. The project is now in
the post implementation period conducting scheduled training courses and staffing the
CityDynamics mailbox. Monthly agency meetings continue.

Major Implementation Challenges:

As with any system implementation the City of Baltimore experienced some challenges. This is not
unusual as the organization moves from one way of doing business for forty years to another. Since
the system was implemented with only minor modifications the actual business processes worked
as designed and they have been very few actual systems issues.

o There have been challenges with employees understanding the new business practices and
using the new tools;

o There has been a resistance to change and a desire to do business the way we have always
done it.

O Much of the resistance has come from the enforcement of certain basic internal
controls that are key to any modern financial system;

o The system forces internal control including segregation of duties, approvals and
consistency within the application.

o Many City agencies have assigned accounting and invoice processing tasks to the lowest
level employees in their organizations, many of which do not possess the basic computer
skills to effectively utilize modern systems.



o Agencies were informed early in the process, July 2008, of the need for their
employees to be able to operate in the electronic processing world and were
encouraged to evaluate whether their employees would be able to effectively
perform once paper oriented tasks using the computer.

o Agencies were encouraged to schedule their employees for basic computer training
courses offered by the Department of Human Resources.

= |n the areas where we are experiencing the most challenges, we are finding
that the employees do not possess the basic computer skills to operate
Windows based applications.

e We have spent a significant amount of time and project team
resources providing one on one sessions to demonstrate how to use
basic Windows features;.

e We often visit the same people multiple times until they grasped
these basic tasks.

o Another challenge is convincing City employees that they do not need paper for everything.
o The systems are designed to allow for the use of electronic data;

o Employees need to get accustomed to using this electronic data and reduce their
reliance on paper documents;

o The replacement of paper with electronic processes and documents is best practice.

Accounts Payable/Vendor Payments In CITYDYNAMICS:

One of the major areas of change in CITYDYNAMICS is the complete reengineering of the accounts
payable and invoice payment process to incorporate appropriate internal controls and best
practices. As expected it is also the most visible process resulting from this implementation.

As a matter of history, the City receives goods and services and processes resulting invoices from
three major business processes with their own set of rules, some of which are driven by the charter.
The separate processes are:

e Purchases that are administered under the policies of the Bureau of Purchase;

e Purchases that are administered for contracts by the Department of Public Works and
Department of Transportation;

¢ Small purchases under $5,000 that are controlled via Administrative Manual Policy.

In an ideal world there would be one system that processes all transactions from procurement to
vendor payment for each of these key types of purchases. Just as there are best practice principles
that guide accounting processes there are similar best practices that guide operations in the



procurement world. These best practices often force organizations to implement separate solutions
for the procurement function. The City of Baltimore operates in the world where procurement
processes are handled separately using three separate systems.

Prior to the implementation of CityDynamcis, all vendor invoices were sent to agencies for their
review, preparation of paper receiving documents and approved prior to being sent to BAPS for
payment. The agencies were very comfortable with this process as it allowed them to have
complete control over when a vendor would be paid. While this may appear to be a good thing, it
actually caused problems that were invisible to many in the organization and actually contributed to
the City’s image of not paying vendors in a timely manner. Invoices would routinely sit in agencies
for months before being sent to BAPS for payment. This was obvious to BAPS as we would runs
statistics that showed that on the average invoices were in the agency between 58-67 days prior to
being sent to BAPS for processing. BAPS would often get calls from vendors wanting to know the
status of payments and BAPS did not know where the invoices were as the agency had complete
control. The other issue in the old process was that one person could control the ordering, receipt
and approval process thus providing an environment where fraud could occur.

Best practices in procurement and vendor payment rely upon basic internal controls. These controls
require that:

Individuals requisitioning and ordering goods and services should not also approve
these transactions;

* Goods and services should not be ordered and received until all approvals have
been obtained;

* Goods and services should be formally received in systems when they are actually
delivered using appropriate receiving documents. Waiting for an invoice to enter
receipts decreases the effectiveness of this basic control:

e Receipts are independently approved;

® Invoices are paid only upon acknowledgement of an approved receipt. Invoice
payment is an independent process from receipt of goods and/or services.

The practices implemented with CITYDYNAMICS and CitiBuy are in compliance with the above best
practices. They tightened up the flow of invoices and enforce basic internal control principles.
Vendors are instructed to send all invoices to BAPS. They are instructed to include the City’s
Purchase Order number or Expenditure Authorization number on all invoices sent to the City of
Baltimore. Including this information streamlines the payment process.

The scanning software is linked to Optical Character Recognition (OCR) software that interprets
vendor invoices, collects certain key data (such as PO number, vendor, invoice number and amount)
stores this data for later use in accounting processes once approved for payment. Upon verification
of this information invoices are sent to a folder where they are either worked by BAPS staff (for
CitiBuy and Contract Payment invoices) or they are electronically matched to an EA and



electronically forwarded to the designated agency employee responsible for entry and approval of
receipt of goods and/or services and authorization for vendor payment.

For the process to work effectively agencies need to enter receipts into CitiBuy when the goods and
services are delivered. In addition, agencies need to ensure that they are acting on invoices sent to
them electronically in a timely manner.

The system was designed to eliminate the need for paper copies of invoices to be sent throughout
the City and to centrally control invoices. All invoices are scanned within 24 hours of receipt in
BAPS.

o Invoices can be viewed by agencies once the workflow process starts,
meaning once an invoice is sent to an agency’s folder they can see the
invoice. There should not be a need to print the invoice.

o When BAPS receives the invoice from the vendor the invoice is entered into
CitiBuy, approved for payment normally within one day of invoice entry, and
payment sent to the vendor the next day.

e In the case of CitiBuy purchases, the agency will only see an electronic invoice when
they have not entered receipts upon actual receipt of the goods and/or services or
when there is insufficient amount left on the purchase order to pay the vendor.

o If everything is in order when BAPS receives the invoice from the vendor,
the invoice is entered into CitiBuy by BAPS;

o Approved for payment normally within one day of invoice entry;
o Payment sent to vendor the next day.

o Entire process from receipt of invoice, scanning, verification and invoice
entry and payment is completed in an average of twenty-two (22) days as
long as agencies have entered receipts and there is sufficient funding:

® When the agency has not completed receipt or there is insufficient
funding the above process takes an average of fifty —one (51) days.

* Overall average time to pay a CitiBuy invoice is twenty four (24)
days.

e Forsmall purchases using the Expenditure Authorization process:

o After scanning and verification, invoices are electronically matched using
the EA number from the invoice and sent to the agency designated
approvers for receipt entry and final approval;

* Separate individuals in the agency enter the receipt and approve
the invoice for payment



o Once this process has been completed in the agency, the invoice is
electronically returned to BAPS where one final review is performed and
payment is scheduled, which normally occurs the next day.

o The entire expenditure authorization process can be completed in an hour
if all agency personnel are available to approve the EA and invoice.

= The average time to process an EA when all approvals and
documents have been received is ten (10) days;

= When all information has not been included on an invoice the time
frame for payment averages seventy seven (77) days;

= Quverall average time to pay and EA invoice thirteen (13) days

Payments made to contractors for project managed by DPW and Transportation departments are
only made upon authorization from the project manager in these organizations. This process is
manual in nature although invoices ultimately end up in the CityDynamics system and the electronic
filing cabinet.

It should be noted that the goal of the system was to implement electronic transaction processing.
As a result of this certain best practices were implemented:

o The ability to print invoices is limited to those invoices that have gone through the process
and have been paid.

o All agency personnel with access to CityDynamics can access the electronic filing cabinet,
review and if necessary print invoices after payment.

o Allowing invoices to be printed prior to completion of the process could allow an
opportunity for duplication of payments.

Using scanning and electronic workflow as designed in CityDynamics, management of BAPS knows
where invoices are at all times. The application provides various reporting tools that can be used to
develop invoice aging reports that can be used to determine if management actions are needed to
move invoices and pay vendors:

o Reports showing invoices over 30 days old that are currently in employee folders are
forwarded to these employees each week asking them to take action.

o If no action is taken then the report is sent to their managers.

© These reports are also used to develop indicators to assist management in improving
business processes and monitoring results.

A significant benefit from implementing CityDynamics is that the City can now accept electronic
invoices from vendors. Electronic invoicing improves overall payment timelines and in many cases
can be used as a negotiation tool in getting better prices from vendors. BAPS used the data from
the scanning process to identify a major issue with the volume of invoices from two major vendors,
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Deer Park and Xerox. Deer Park was sending over 650 individual invoices, many with less than $5.00
due, each month to the City for processing. Since the amount of work to receive the goods and
enter the invoice in CitiBuy, is the same regardless of the size of the invoice, this was backing up the
entire invoice payment process. Effective July 2009, working with Purchases and Deer Park
management, we were able to develop an electronic process for bottled water purchases. This
process has allowed Deer Park to be paid within a week of receiving their invoice and has helped the
City’s image of paying on time. We are currently working with Purchases and Xerox to implement a
similar process for the over 800 individual Xerox invoices we receive each month. This new process
is scheduled to be in place by the end of the calendar year.

One of the goals of BAPS management is to reach out to other vendors, especially high volume
vendors, to offer electronic invoicing. The more electronic invoices we can process the more time
we will have to address the invoices from vendors with less sophisticated accounting and billing
systems thus improving our overall payment processing timeline.

11



waby Buiseyoing Ajo Bunoy
waby buiseyoind Aj0 juejsissy

ezzel\ "q ydssor

6002 ‘¢ Joquialdes ¥9/00-80 Uonnjosey

buliesH [1ouno) Al

saseyoind Jo neaing

aoueUl{ Jo Juswpedaq




‘elep Angniy wouy pajessusb spodal Juswabeuew
Buisn Ajanissaibbe Aq uoneziuebio USALIp-Blep B swedaq ap\ [

‘Ajigedes jno-yound gzo pajuswa|dwi app [

‘suonisinbal Bulwooul
usalos Apjoinb 0y neaunq ay) uiym yun suonesado ue paysi|gelse ap\ [

'SISWOISND INO 0} SIUSW}IWWOD
SOINISS 8peuW pue SOA[9SINO 10} SpJepue)s souewlomad 19s ap\ [

"99IAJ8s 10 jonpoud jo adA} e o) uey) Jayjel ‘serousbe oyoads o) siaAng
buiubisse Aq s1awo}sno JNo uo snooy 0) neainq ay) paziuebioas spy [

‘Angio se Ajjeso| 0y passsyes ‘suljuQ paadgAng
Paj|ed waisAs Buiseyoind pajewoine uispow e aoe|d ul ind app [

‘awl} buisseooud uonisinbal eonpal 0) 1002
AInr 8ouIs seAneniul [eloAss uayeuapun Sey neainq ay) ‘pusjeyjo] m

Juswdinba pue saiddns Jioy;
OAI9D8I pue ss8201d 0) Wi} Jo spolad papus)xe JIem o) aAey Jou
pInoys saakojdws jey) maia ay) saieys seseyoing joneaingay| m=




sAeq 06 sheq 6¥ sheq L sheq 2
uiyym %0. ulypm %02 Uulyim %06 utyym %06

jewiioo jewioyuy ajonpd oseajay

JuswiHWWOo9D awly abelaAe ay) mojaq Jo Je suoljisinbal
Ino jo Ajliolew abue| sy} 8)9|dw o9 0} INQ ‘Sawi} punoJeu.n)
obesane asay) 198w 0} AJUo Jou SBA|9SINO J0) S|EOD JoS os|e o\ =

sfAeq 06 sheq v sheq v sheq 2
jo abeiany jo abesany Jo abeiany Jo abeiany
000'GZ$ 000°GZ$ Sse87 10 uelg
JBAO 01 000°G$ 000'G$ lo)se|y Bupsixe

Jo aunypuadxy | jo ainypuadxg | jo ainypuadx3 | ue yo eseyoind

e e 3030 mmmmsmm

'SJBWIOISND JNO O] 8pew am SjuswWWIWOD 82IAIBS 9y} oleosay] =




.J
:D :O :O :O :O _H-D tO :O v_um:,
%0°0. %0704 %004 %0°0/ %0°0. %0°0. %00/ %00, [£09
%2°G6 %879/ %2°G6 %2'€l %0°0/ %619 %EEG %0°G,  [wawnuwiwio] Bunaapy sway jo o e
uQ ugQ uQ up uQ [TY) [T uQ PRI _ 1
0°06 0°06 0°06 0°06 0°06 0°06 0°06 006 [E09
78 8y £ vEL 1'6. 1'96 gzoL L'v9 (sAep) awi| punoleuin] abeiary
ugQ ugQ uQ uQ uQ HO HO HO HIBI]
%0°0. %0704 %0'0. %0 0. %00/ %00/ %00/ %00, |£09
%2'G8 %188 %E'8/ %ET %E' 8] %E 69 %0°GG %6°FG  [uswwwo) Bunaap sway jo o T—
uQ uQ uQ uQ uQ HO HO 3o Joel]
0°GF 0°Gh 0°Gh 0°G 0'Gh 0°Gy oS 05y [e0g
1'62 1'62 0°.¢ G'0€ £e 696 876 LS (shep) awi| punaiewn] abelsny
:O =O :O :Q :O :O :O :D xumh._.
%0°06 %006 %0°06 %006 %006 %0'06 %0'06 %006 |09
%6'86 %2 96 %866 %866 %E 96 %026 %196 %806  [Wawpwwoy Bulsaly sway o g
:D :O :O :O :D :O up :O xn_mg._. wuo:O
0¥l 0¥l 0rlL 0L 0¥l 0¥l 0L oyl [e0g)
9 06 gr ¥E c's 09 't £6 (sAep) awi| punoieuin] abeisiy
:O :C :D :D ._O tO :D :C xumh._.
%006 %006 %006 %006 %0°'06 %006 %006 %006 |09
%G ¥6 %216 %G €6 %696 %2°G6 %G 68 %E F6 %9°L6  [Wawywwos Bunaagy stiay jo o
:D :O :O :O :D :3 ug up v_n_m.; m.mﬂw_mz
0/ 02 0! 0. 0/ 0/ 0/ 02 [B0S)
G 0¢ ¥'Z 0¢ G L' 97 et (sAep) awi] punoleun] abeiary
60-bny 60T N[ sorunp 60-Aepw 60 1dy 60-1C | 60" 994 soruer
v

's|eob asayj Jo yjoq
Jow SABY 9M MOJ B Ul Syjuow Al 10} Jey) Jodal 0) pases|d ale o)\ =

SOSEYOINJ




ureau or

e
©
»
> 00
O "
Y
36
U)-_
X
O D
S o
> 2
O o
o O
e ad |
%)
— 2
@) °
= D
B2 'S
o
<3}
o
=
[«}]
o
21
(=
(o]
5
0
£
-
=2

765

900

46% from 717 as of July 2008 to a more mana

m We have reduced our backlog of requ
the end of August 2009.*

800

7

700

400

200

100

Aug-08 Sep-08 Oct-08 Now08 Dec-08 Jan-09 Feb-09 Mar-09 Apr-09 May-09 Jun-09 Jul-09 Aug-09

Jul-08



| 05

001

- S

- 002

suolyisnbay Jo saquiny

0S¢

00g

80-bny m
60-des m

apim Ao suonisinbay uadgp

'sAep 06 ueyy Japjo g6 Buipnjoul ‘suolysinbal uado aJjow Auew

PEY &M usym 'go0g 1snbny woulj jos ejep isaijies ino o) pasedwod Sl
SIUL 600 Jequieldag jo se sAep 0@ uey) atow Joy uado 9 Ajuo yum
'suonisinbaJ uado uno Jo uonnqgusip obe sy PadNnpal osje aney app

SBSEUIINd 10 Nealng




‘awl sy} e suonsanb Aue sjamsue 0y Addey aq pjnom ap\ =
‘uoljejuasald |ewlo) JN0 SBPNOUOD SIY| =
'9o1d Jybu ay) je pue ‘eoe|d Jybu

oy} 0} ‘swi} ybu sy Je ‘e@oinies 1o poob Jybu ay) JeAljep Ajus)sisuod
O] JusWHWWOD saseydind Jo neaing ay) aziseydwa 0} ayI| pjNOM | =

S8SEUDINd |0 nesing .



