CITY OF CARMEL-BY-THE-SEA

HARRISON MEMORIAL LIBRARY BOARD
OF TRUSTEES

President Tara Twomey, All meetings are held in the City Council Chambers
Timothy Blomgren, Richard Flower, East Side of Monte Verde Street
William Godwin, and Niels Reimers Between Ocean and 7" Avenues

REGULAR MEETING
5/24/2017
9:00 a.m.

CALL TO ORDER AND ROLL CALL
PLEDGE OF ALLEGIANCE
EXTRAORDINARY BUSINESS

PUBLIC APPEARANCES Members of the public are entitled to speak on matters of municipal concern not on the agenda during
Public Appearances. Each person's comments shall be limited to 3 minutes, or as otherwise established by the Trustees. Matters not
appearing on Trustees’ agenda will not receive acticn at this meeting but may be referred to staff for a future meeting. Persons are not
required to give their names, but it is helpful for speakers to state their names in order that they may be identified in the minutes of the
meeting.

ANNOUNCEMENTS

“A. Announcements from President and Trustees

CONSENT AGENDA Items on the consent agenda are routine in nature and do not require discussion or independent action.
Members of the Board or the public may ask that any items be considered individually for purposes of Commission discussion and/ or for
public comment. Unless that is done, one motion may be used to adopt all recommended actions.

1. Approval of the minutes for the 3/22/2017 meeting. {pp. 1-2)
2. Approval of the minutes for the 5/8/2017 special meeting. (pp. 3-4)

ORDERS OF BUSINESS Orders of Business are agenda items that require Commission discussion, debate, direction to staff,
and/or action.

3. Receive a report from the Carmel Public Library Foundation regarding recent activities.
4. Approve proposed amendments to the Harrison Memorial Library Reference Policy (pp. 5-17)

5. Receive report from Local History Librarian Katie O'Connell regarding the Fiscal Year 2017/18 Oral
History program. :

6. Demonstration of the library’s online databases by Head Reference Librarian Jean Chapin.




7. Adopt Fiscal Year 2017/18 Library Budget. (pp. 18 —24)

8. Receive the Librarian’s Report
A. Review of monthly statistics for March and April.
B. Relocation of the June Library Board meeting.
C. Park Branch renovation update,

9. Receive the Treasurer's Report and accept the 3/31/2017 and 4/30/2017 check registers and financial
statements.

FUTURE AGENDA ITEMS

ADJOURNMENT

This agenda was posted at City Hall located on Monte Verde Street between Ocean and 7t Avenues, Harrison Memorial
Library located on the NE corner of Ocean Avenue and Lincoln Street, and the Carmel-by-the-Sea Post Office located on
5th Avenue between Dolores Street and San Carlos Street, and the City's webpage http://www.ci.carmel.ca.us/carmel/ on
5/18/2017 in accordance Wifh the applicable legal requirements.
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SUPPLEMENTAL MATERIAL RECEIVED AFTER THE POSTING OF THE AGENDA

Any supplemental writings or documents distributed to a majority of the Harrison Memorial Library Board of Trustees members regarding
any item on this agenda, received after the posting of the agenda will be available for public review in the Library and Community Activities
Director's Office located at the Park Branch Library at the NE corner of Mission Street and Sixth Avenue during normal business hours.

SPECIAL NOTICES TC PUBLIC

In compliance with the Americans with Disabilities Act, if you need special assistance to participate in this meeting, please contact the
City Clerk’s Office at 831-620-2007 at least 48 hours prior to the meeting to ensure that reasonable arrangements can be made to provide
accessibility to the meeting (28CFR 35.102-35.104 ADA Title ).

CHALLENGING DECISIONS OF CITY ENTITIES The time limit within which to commence any lawsuit or legal challenge to any qguasi-
adjudicative decision made by the City of Carmel-by-the-Sea is governed by Section 1094.6 of the Code of Civil Procedure, unless a
shorter limitation period is specified by any other provision, including without limitation Government Code section 65009 applicable to
many land use and zoning decisions, Government Code section 66499.37 applicable to the Subdivision Map Act, and Public Resources
Code section 21167 applicable to the California Environmental Quality Act (CEQA). Under Section 1094.6, any lawsduit or legal challenge
to any guasi-adjudicative decision made by the City must be filed no later than the 90th day following the date on which such decision
becomes final. Any lawsuit or legal challenge, which is not filed within that 80-day period, will be barred. Government Code section 65009
and 66499.37, and Public Resources Code section 21167, impose shorter limitations periods and requirements, including timely service
in addition to filing. If a person wishes to challenge the above actions in court, they may be limited to raising only those issues they or
someone else raised at the meeting described in this notice, or in written correspondence delivered to the City of Carmel-by-the-Sea, at
or prior to the meeting. In addition, judicial challenge may be limited or barred where the interested party has not sought and exhausied
all available administrative remedies.




MINUTES
HARRISON MEMORIAL LIBRARY BOARD OF TRUSTEES
CITY OF CARMEL-BY-THE-SEA

March 22, 2017

CALL TO ORDER AND ROLL CALL

The regular meeting of the Harrison Memorial Library Board of Trustees was held on the above date at
9:00 a.m. President TWOMEY called the meeting to order.

PRESENT: BLOMGREN, FLOWER, GODWIN, TWOMEY
ABSENT. REIMERS
STAFF PRESENT: Janet Bombard, Library Director

Lori Aiello, Community Activities Assistant

PLEDGE OF ALLEGIANCE
Members of the community jcined the Board in the Pledge of Allegiance.

PUBLIC APPEARANCES

CPLF Executive Director Alex Fallon thanked the board for attending the Donor Salute. Falion announced

that the Carmel Rotary gave CPLF a grant for the renovation of the Park Branch lobby. Chef John Pisto’s
program was a great success. The annual fundraiser will be held May 17.

ANNOUNCEMENTS
NO announcements.

CONSENT AGENDA
1. Approval of the minutes for the 2/22/2017 meeting.

Board Member Blomgren moved to approve the Minutes of the February 22, 2017 Regular Megting,

seconded by Board Member Fiower and carried by the following roll call vote:

AYES: BLOMGREN, FLOWER, GODWIN, TWOMEY
NOES: NONE

ABSENT:REIMERS

ABSTAIN: NONE

2. Receive report on the Other Professional Services budget line item.

Library Director Janet Bombard clarified the expenditures for the Other Professional Services
budget line item.

ORDERS OF BUSINESS

3. Receive a report from Board Treasurer regarding Fiscal Year 2014/15 audit and provide direction.

Treasurer Blomgren reported that he found the Fiscal Year 2014/15 audit satisfactory for both
the Library Board and Carmel Public Library Foundation's purposes.

4. Receive and discuss oral report on the Group 4 Architects presentation to the City Council.

The Board discussed the report.




5. Provide clarification on requested historical statistical trends report.

Board engaged in discussion as to whether or not it was necessary 10 undertake such a report.
Board member Godwin volunteered to compile the report.

6. Librarian’s Report

a. Library Director Janet Bombard reviewed the monthly statistics with the Board and answered

questions.

b. Bombard gave a recruitment update on the Sunday hours for the 3 library positions.

c. The City Council has awarded a contract for carpeting the Park Branch. The City Council will
award a painting contract at its next meeting.

7. Treasurers Report

Treasurer Blomgren reviewed the financial statements and check register with the Board. There
were no extraordinary expenses that needed special attention from the Board.

Board Member Flower moved to accept the February Financial Statement and Check Register,
seconded by Board Member GODWIN and carried by the following roll call vote:

AYES; BLOMGREN, FLOWER, GODWIN, TWOMEY
NOES: NONE

ABSENT: REIMERS

ABSTAIN: NONE

FUTURE AGENDA ITEMS
No items discussed.
ADJOURNMENT

There being no furth qbusiness to come before the Board, President Twomey dectared the
meeting ad}'ourned af 10:11 am. The next regular meeting is scheduled for April 26, 2017.
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Respectiully submitteY,
Carolina Lope2, Admirfistfative Assistant

Approved by:

Tara Twomey, President, Library Board of Trustees




SPECIAL MEETING MINUTES
HARRISON MEMORIAL LIBRARY BOARD OF TRUSTEES
CITY OF CARMEL-BY-THE-SEA '

May 17, 2017

CALL TO ORDER AND ROLL CALL

The special meeting of the Harrison Memorial Library Board of Trustees was held on the above date at
9:30 a.m. President TWOMEY calied the meeting to order.

PRESENT: BLOMGREN, GODWIN, REIMERS, TWOMEY
ABSENT: FLOWER
STAFF PRESENT: Janet Bombard, Library Director

PLEDGE OF ALLEGIANCE

Members of the community joined the Board in the Pledge of Allegiance.

PUBLIC APPEARANCES
No public appearances.

ORDERS OF BUSINESS

1. Approve a request from the Carmel Public Library Foundation to hold the Sterling Circle event at
the Main Library if the Park Branch Library is still closed for renovation.

Board Member REIEMRS moved to, approve the request from the Carmel Public Library
Foundation to hold the Sterling Circle event at the Main Library, seconded by Board Member
BLOMGREN and carried by the following roll call vote:

AYES: BLOMGREN, GODWIN, REIMERS, TWOMEY
NOES: NONE

ABSENT: FLOWER

ABSTAIN: NONE

2. Accept a proposal from the Carmel Public Library Foundation to renovate the Park Branch Library
lobby and make a recommendation io the City Council.

Carmel Public Library Foundation executive director Alexandra Fallon discussed the renovation
plan with the Board.

Board Member GODWIN moved to, approve the renovation proposal as presented for the
Park Branch and recommend the City Council to authorize construction, seconded by Board
Member BLOMGREN and carried by the following roll call vote:

AYES: BLOMGREN, GODWIN, REIMERS, TWOMEY
NOES: NONE

ABSENT: FLOWER

ABSTAIN: NONE




FUTURE AGENDA ITEMS
No items discussed.

ADJOURNMENT
There being no further business to come before the Board, President Twomey declared the
meeting apjourned t ©:19 am. The next regular meeting is scheduled for May 24, 2017. g

Respectfully submitted,
Carolina Lopez, Adnfiffistrative Assistant

Approved by:

Tara Twomey, President, Library Board of Trustees




CITY OF CARMEL-BY-THE-SEA

Harrison Memorial Library Board of Trustees

Staff Report
May 24, 2017
Orders
e T
TO: Harrison Memorial Library Board of Trustees
FROM: Janet Bombard, Library Director

SUBJECT:  Approve proposed amendments to the Harrison Memorial Library Reference Policy

RECOMMENDATION
Approve proposed amendments to the Harrison Memorial Library Reference Policy.

BACKGROUND / SUMMARY

The library’s reference policies are designed to provide guidelines for the delivery of reference services to our
library patrons.

From time to time the policies are reviewed, and proposed updates and changes come before the Library
Board for approval.

The reference staff has been asked recently by several library patrons to perform “personal interest searches”
that are beyond the scope of services that the reference staff can provide. As an example, a library patron
recently requested that the reference staff help him/her find a new place to live.

Reference staff can act as consultants with regard to this type of question, assisting patrons in developing
research strategies such as identifying, selecting and using appropriate resources; however, the staff cannot
conduct the actual search due the time required, as well as the personal and subjective nature of such a
search.

The recommended policy wording regarding personal interest searches can be found on page six of the
attached policy (page 11 of the agenda packet).

ATTACHMENTS

1. Proposed amended Harrison Memorial Library Reference Policies




Az inmnend 1

Harrison Memorial Library
Reference Policies

Introduction

Purpose of Policy Statement

The purpose of this policy is to present written guidelines for the provision of reference service
at the Harrison Memorial Library, in order to ensure a uniform standard of reference service of
the highest possible quality consistent with available resources.

Nature of Reference Service

Reference services are a part of the Library’s commitment to serving the community of Carmel-
by-the-Sea and the surrounding region. The goal of the Library’s Reference Department is to
respond to the information needs of the community as accu rately and completely as possible.
The staff does this by identifying, through reference and interpersonal skills, each person’s real
information need and responding to it professionally, impartially, courteously, and in a timely

manner.

The Harrison Memorial Library and its staff regard all requests for information as valid. Within
the limitations defined in this document, all questions will be given equal consideration and no
guestion will be considered unanswerable.

Our primary objective is to give as much assistance as is practicable, drawing on the staff and
collection, as well as the expertise of others and the resources of such cooperative library
agencies as MOBAC and the California State Library when necessary.

Statement of Objectives
The primary goals of the Reference Department are:

1. To provide direct personal assistance to persons seeking information.
2. To provide consistently excellent reference service as indicated by:
a. Making available a professionally trained and competent staff;
b. Answering questions correctly and completely;
c. Giving such service that each library user is satisfied.
3. To develop and maintain an adeguate, suitable and up-to-date reference collection,
both in print and online, which meets the need of library users and prospective users.
4. To help patrons with the use of technology and resources available through the fibrary.

b
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Types of Service
The Reference Department’s function may be described as personalized assistance or guidance

provided to persons in the pursuit of information. Its aim is optimum access to and use of
existing resources within and beyond the library.

The assistance provided may take a variety of forms depending upon the particular needs of the
individual inquirer. Among these are: location of specific facts; reading guidance or selection of
materials to meet a particufar interest or need; aid in identifying the best sources of
information for a given purpose; bibliographic verification; instruction in the use of the library
or a particular resource, including library technology and digital resources; development of
bibliographies, indexes and other aids promoting access to information; seeking an answer
from or referral to other agencies or information sources outside the library.

The assistance provided may be done in person, over the telephone, by correspondence, email,

or online.

Reference Desk Service Polices

General Guidelines
The following general rules are to be followed by all members of the reference staff:

o When staffing the reference desk, service to the public takes precedence over any other
activity. Other work or conversations of a personal nature are 1o be avoided. Personal
phone calls, or telephone calls related to non-desk assignments, are to be keptto a
minimum.

e Polite, courteous, friendly service cannot be overemphasized. If for any reason this is
not possible, it is best to have another staff member cover the desk or assist a “difficult”
patron.

e The reference staff provides verified information. A complete answer includes a citation
to a source. Opinions are kept to oneself. (If an opinion is requested, clarify the
statement, e.g., “My personal opinion is...” or “This does not reflect the opinion of
Harrison Memorial Library”).

+ The confidentiality of the origin of questions is respected and discussion with others is
restricted to seeking assistance in finding the desired information.

e Reference staff is to encourage library users to return to the reference desk if they need
or want further assistance.

e All reference questions must be answered or referred to the appropriate library/agency.
An unqualified “No, we do not have that information/material’ is not an acceptable
response to a question.

= ,




A k\ 6‘1(;/\-’\ i‘flérv’\-4 fL

Priority of Assistance
Direct personal assistance to library users is given top priority by the reference department.

Supporting activities, although essential to maintain the quality of those services, takes second
place. {Desk projects are to be promptly stopped when a person is waiting for assistance.)

Priorities for reference assistance, from highest to lowest are as follows:

1 Persons who are physically present in the library are served on a first-come, first served
basis.

Telephone inquiries.

Help with library technology.

Library orientation and bibliographic instruction.

Help with using digital resources- e.g. eBooks and eReaders.

E-mail/social media inquiries

Pending reference inquiries, i.e., inquiries not answered when they were first taken, for

N oo W

whatever reason.
8. Mail reference

Public Service Awareness

Since many people are reluctant to ask for help, it is the reference librarian’s responsibility to
anticipate public needs and offer service when it appears needed. {Judgment is necessary here;
some people like to browse and do not want to be interrupted or bothered).

It is important to keep in mind that people may be new to the library or are not skillful at using
it. Give active assistance.

e Show where materials are. Avoid pointing.

e When possible explain in lay, not library terms.

s Before referring a patron to the online catalog, determine if the patron will need
assistance in using it. Offer as much assistance as needed and possible,

e Provide instruction in use of tools and resources as needed.

e See that no patron is referred more than once. Telephone ahead when possible to
make sure the department/person has the required material/information.

¢ Follow-up to make sure the patron is getting what he or she needs.

Guidelines for Handling General Inquiries

Reference Interview. Determine exactly what the patron wants to know before starting the
search. In many cases the original question is too general and must be refined by additional
questioning of the patron. Restate the question in your own words to encourage the patron to
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supply any additional pertinent information or clarify the original question. Find out the depth
of the information needed as well as the patron’s time frame. Find out if the information needs
to be in print or electronic format. sometimes students need a mixture.

Reference Search. If necessary up to one hour may ordinarily be spent on a reference
guestion. The search is to be pursued when there is the opportunity to work on pending
reference inquiries, i.e., when other people are not waiting for assistance. If the situation
warrants, more time may be spenton a question when time is available.

Assisting More Than One Person. Oftentimes it is necessary to help several users concurrently.
During such times the following guidelines are followed:

« If the telephone rings during a reference or service encounter, excuse yourself from the
patron, respond to the caller by sharing you are helping a patron and ask if he/she
would like to be calted back or wait (if you know it will only be a short time).

e If a patron appears while you are engaged in a telephone conversation, acknowledge his
or her presence with a nod or hand signal. End the phone conversation as quickly as
you can, if necessary inform the caller you will return his or her call,

¢ Ifyou are assisting a person who has a complex question and other persons are waiting,
help the first patron begin his or her searches, assist other waiting patrons, then return
to the first patron. {(Note: No person can expect 1o monopolize a staff member’s time.
If you are busy with one person and others are waiting, acknowledge their presence and
ask them to wait a few moments. Frequently it is helpful to get the first person started,
then get the second person started, return to the first person, return to the second
person, etc.)

Interpretive Questions

The reference staff assists people in making use of library resources dealing with medical, legal,
statistical and other information that, to be useful, frequently requires interpretation of facts as
well as the facts themselves. Due to the danger of giving misleading or incomplete information
in these areas, the staff does not interpret the information found for library users. In such
circumstances the staff may indicate that they do not have the specialized knowledge to give
positive or absolute answers, and will advise the library users to review the materials
themselves. Referral suggestions may be made if assistance is needed In interpretation.
Examples of these types of questions and guidelines for how they are handled are indicated
below.
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Medical Questions. The reference staff provides assistance in using basic medical reference
sources. Questions that involve advice, interpretation and/or diagnasis cannot be answered.

Legal Questions. Citations from codes can be given and other legal resources may be
suggested. Questions that involve legal advice, recommendations and/or exp'anations cannot
be answered. People are reminded that only qualified attorneys can give advice and
consultation. When appropriate, people are referred to legal information services.

Identification and Appraisal of Art, Antiques, Books and Collectibles. The reference staff
assists people in locating auction records, price guides, and other sources which indicate the
general value or background information on art objects. For estimations of value or verification
of authenticity, people are referred to reputable appraisal services or experts in the field.

Original Translations. Short phrases may be transiated depending upon the resources of the
library’s collection and the staff. For longer translations, people will be referred to other
community resources or a translator.

Original Research and Bibliographies. The reference staff does not do original research or
compite information and bibliographies for people. They do assist library users in beginning
their research by showing them pertinent resources and sharing search strategies. They may
also help locate existing bibliographies and additional resources not available within the library.
Original research would include any of the following in order to answer the question:
Observation, interviewing, compiling statistics, field research, interpretation of data, surveys or
charting trends.

Consumer Evaluations. The reference staff provides published material on consumer products
and/or assists people in finding information. Recommendation and/or value judgments are not
made for any item.

Mathematical Calculations and Formulae. Mathematicai computations of any sort are not
undertaken by the reference staff on behalf of library users. If a formula involves words or
symbols which the reference staff does not understand and cannot readily define, the user will
be advised to seek help from someone with expertise in that subject area.

Genealogical Questions. The reference staff guides people to published sources, within the
library’s collection or online, containing documents and biographical information of a
genealogical nature. They do not research an individual’s family or locate a particular family
member or ancestor. Sources of genealogical information and/or individuals who may be of
assistance will be recommended when possible.

e




e e nd 4

Statistical Questions. The reference staff does search for published statistical information,
however they do not compile extensive statistical information not do they interpret the

statistical information for library users.

Patent and Trademark Questions. The reference staff can assist users in locating basic
information about patents and trademarks. People needing extensive information or searches
on patents and trademarks are referred to the Sunnyvale Patent Information Clearinghouse (or

refer to their website).

Evaluations of Atlases, Dictionaries, Encyclopedias, etc. The reference staff does not
recommend one atlas, dictionary or encyclopedia over another. People are encouraged to refer
to reviewing sources and examine the various sources in the library’s collection. In this way,
they can ascertain which source will best meet their needs.

Critical Analysis. Personal critical analyses, interpretations or judgments of the merit of literary
or other works are not done by the reference staff. The staff will assist people in locating
published reviews and analyses, and reader’s advisory service is offered.

Homework Assignments. The reference staff assists students in locating the information they
need for their assignments. Emphasis is placed on helping students learn how to use the library
and the available resources, and care is taken to demanstrate that there is aimost always
information available that will meet the students’ needs. However, the reference staff will not
“do” homework for students of any age, and will not pursue a search in which the student does
not actively participate.

Personal Interest Searches. Social networking, shopping, job searches, housing searches, and
other personal interest websites cannot be accessed by staff for detailed inquiries. In these
cases, patrons will be given a brief introduction to the resources available so they are able to
conduct their own research. (draft)

Telephone Reference Service

General Guidelines

Questions received by telephone are given the same weight as questions asked by people who
are physically present in the library. All telephone inquiries are answered equally, regardless of
geographic origin.

Ready reference telephone service involves supplying information that is readily available,
does not require extensive searching, and may be accurately imparted over the telephone.
These inquiries are generally answered during the initial telephone call. Up to 3 ready
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reference items of information, e.g., addresses, titles, stock market readings, can be given over

the telephone at a time. If more are given, the patron is to be informed that this is an
exception. (Ready reference is defined as those questions that can be accurately answered in

1-5 minutes.)

Call-back telephone service is defined as an inquiry which can be appropriately answered over
the telephone but requires more extensive searching. In this situation the reference librarian
takes the caller's name, telephone number, and asks if thereis a deadiine. If there is not time
to work on the inquiry immediately, it is treated as a pending reference inguiry. Only short
answers are read over the telephone. Short = approximately 50-75 words. [f time allows and
more information is given, the caller is informed that this is an exception.

Inquiries involving prolonged use of indexes, periodicals, bibliographic or biographical sources
are generally not accepted over the telephone. The caller is asked to come to the library where

the reference staff will guide his or her research.

Public Service Awareness
When assisting people over the telephone the following guidelines are foilowed:

s Verify the question. Since visual clues are not available, verbal communication must be

clear and concise.

s Do not leave the cailer on hold for more than 1-2 minutes. If an answer has not been
found after 2 minutes, return to the phone to give the caller a progress report. Always
offer the caller the option to be called back.

s Always cite the source. The caller cannot see from which source the answer is being

read.

Telephone Service Limitations

The same limitations noted under “Interpretive Questions” apply to telephone reference service. In
addition, telephone reference service is limited to prief facts that require no interpretation or selection.
Before supplying ratings, recommendations, evaluations or statistics, the explanations given in the
sources are read in detail. If interpretation is required, callers are always encouraged to come to the

library.

It is expected that patrons will make an effort to come to the library to pick up requested information;
however, reference staff may occasionally mail information to patrons who are unable to get to the
liorary. When you do so, please inform patrons that you are making an exception for them. In order to
keep costs down, the information should be limited to what will fit in a legal sized envelope with one
first-class stamp. Use the copyright stamp on anything mailed to patrons. If a patron repeatedly
requests mail service, staff should ascertain whether he or she is physically unable to get to the fibrary.

Vs
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If such is the case, refer the patron to the Outreach Librarian. If they are in another library’s district,
refer them to their local library.

Articles found online or in a database can be emailed to the patron, or faxed to a local number. Use the

copyright stamp on material to be faxed.

Homework Assignments. The reference staff does not “do” homework. Simple fact questions can be
answered. More involved questions are responded to with the suggestion that callers come into the
library where they will receive assistance in locating the information they need. In the latter case, the
staff is to make a quick check to verify that adequate information is available on the requested topic.
Students can be referred to any available online homework help service as well.

Test Questions. The reference staff does not answer test questions. If they have the feeling they are
being asked a test question, they will ask the caller. If the caller says yes, he or she is told that it is not
ethical for staff to answer such questions. !If the caller comes into the library the staff will assist the
patron to search for the desired information.

Medical Questions. Brief factual information can be provided. If several unfamiliar terms are
included in the material or it is too lengthy to read over the phone (especially where an
abridgement might lead to misinterpretation}, the caller is asked to come into the library.

Legal Questions. Specific citations from codes or extracts from other legal resources can be read if the
information is not too lengthy or complicated. Callers requiring legal research are asked to come into
the library.

Art, Antique, and Book Appraisals. Callers are asked to come into the library where the reference
staff will show them the available evaluative resources. Upon request, staff will provide brief general
background information on objects.

Original Translations. Short phrases may be translated depending on the resources of the library’s
collection and staff. If the staff is unable to translate the phrase, callers are referred to other
community resources or a translator.

Original Research and Bibliographies. Callers wilt be asked to come into the library where the
reference staff will assist them in locating appropriate resources.

Consumer evaluations. The information usually cannot be read over the telephone due to length of
articles and the number of statistics as well as the dangers of the interpretation of symbols. Callers are
asked to come in to review the evaluations. Staff will check to verify the fibrary does have evaluations
available for review. If staff cites the source, the top three recommendations from a source such as
Consumer Reports may be read over the phone.
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Mathematical Calculations and Formulae. Mathematical computations of any sort are not
undertaken by the reference staff on behalf of library patrons. Ifa formula involves words or symbols
which the librarian and/or caller cannot understand, the librarian will not go further with the question,

but will ask the caller to come into the library to look at the material.

Digital Resources. If a patron needs help with using one of our digital resources, provide as much
assistance as practicable over the phone. If the patron needs more help, encourage him or her to come
into the library with their digital device and any account numbers they may need (e. g. Apple ID, Amazon

account number).

Requests for Holds on Materials

Telephone requests for reserves on materials are accepted by the reference staff on the condition that
the patron has a Harrison Memorial Library card. For on-hand items, verify that the item is on the shelf
by checking yourself, or calling the branch for a shelf-check.

Ringing Circulation Phone Lines

There will be times at the reference desk when the circulation line rolis over to the reference line. The
circulation desk staff is either busy or away from the desk. Answer it as you would the reference line.
Reference staff can place holds and renew materials and library cards. If the question involves a
complicated circulation inquiry, inform the patron that the checkout desk is busy but will get to them as
soon as possible, and then let the circ desk know that they have a call. Take a message if the patron
cannot wait.

Outgoing Calls

There are many times, in the course of doing reference work, that it is helpful to contact a person or
organization outside of the Monterey area to get the information needed. The Library allows the
reference staff to make long distance telephone calls for these purposes, with the following
understanding:

1. Available library sources have been checked.

The inquiry by telephone will be ended if it is necessary to be on hold for an extended period of

time or the call is redirected more than twice.

3. The reference staff may choose not to make long distance calls in the following circumstances:

e Alibrary user suggests or specifically asks us to make a call. In this case the person may be
requested to make the call.

e  The result of a reference search is one or more phone numbers that are relatively certain to
lead to the information needed. The number(s) are given to the patron for him or her to
make the phone call(s), with the understanding that if the referrals do not answer the
question, he or she should get back tc us.
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ave a “cut and dried” answer, the answer may lead to
h interpretation of the question and
given the numbers so

e The question is such that it may not h
additional questions, or the librarian feels that too muc
its subsequent answer is necessary. In these cases the patron will be
that he or she can discuss the question first-hand with the informed party.

Mail and Email Reference Service

General Guidelines

It is the Reference Department’s policy to respond to all reference inquiries received by mail or email.
The department head is responsible for deciding what a reasonable amount of time is to be spent on
each letter (generally a maximum of one hour). Inguiries are treated as pending reference inguiries, and
as such, are worked onin chronological order of date received uniess a deadline is noted.

The following limitations are placed on all mail reference services:
1. If it seems reasonably certain that the inquiry can be answered by the writer’s local library,

the writer is advised to contact that library.
2. Extensive searches through unindexed materials such as newspapers and periodicals are not

provided.
3. Preparation of bibliographies is not done.
4. See also “Interpretive Questions”

Letters or emails containing questions which require answers from a different library department are
routed to that department, which is then responsible for responding to the inquiry.

Reference Desk Service

Lending of Reference Materials

Reference materials may be lent to cardholders if the librarian judges that it is necessary. Material can
g0 out for four hours during open hours, or overnight, and must be returned at opening on the next
open day. Fill out the log at the reference desk for all such loans.

Items Held at the Reference Desk

The reference staff will hold materials that contain the answer to a patron’s question at the reference
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desk for one week. If the patron has not picked the information up by then, put the materials away and
file the information, with your initials, in the «Reference Questions Never Picked Up” file.

Photocopy Requests

The reference staff does not photocopy materials for library users. When asked to do so, staff will set
aside materials so that the patron may come in and make phatocopies himself or herself. If an
exception is made and a librarian makes a photocopy for someone, that person will be charged the
normal photocopy fee per page.

Printing Answers to Reference Queries

The first five pages that we print for patrons are free. After that, the charge is 20 cents per page. In
order to reduce wasted paper, if the patron is not at the library, when printing pages that answer a
patron’s reference guestion, print the first page of each article/website only. Print the subsequent
pages when the patron comes in for them.

Reader’s Advisory Service

The reference staff will help patrons select popular interest materials using their own knowledge or
various online or print finding aids in the library. If a staff member is not thoroughly familiar with the
area of the inquirer’s interest, he or she may consult other staff members.

Verification and Location of Materials

If a requested item is not available within the Harrison Memorial Library and the library user desires to
locate it, an effort is made to verify and locate the item. If a patron with a valid library card wishes, an
attempt can be made to borrow the material (see Interlibraty Laan).

Referrals

In the event that a question cannot be answered by the staff using the available resources, the guestion
may be referred to another agency or organization. These referrals will be made based on the
librarian’s knowledge of community services, public and private organizations and associations,
government offices, etc.

Requests for Supplies

The reference department does not provide office or stationery supplies for library users. People are
expected to bring their own paper and writing implements, and other supplies. Scratch paper, golf
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pencils, scissors, a stapler, tape, and a magnifying giass will be made available upon request. The use of

other library supplies is discouraged.

Printing Policies

Printouts from public terminals are 20 cents per page for black and white and 50 cents per page for
color. Patrons must pay for all pages printed out, regardless of whether they want what they printed;

paper and toner cost the library money.

If a patron asks you to make printouts for him/her because he/she doesn’t use a computer {or whatever
reason), the patron pays 20 cents a page for all copies.

K-12 students may print homework reports and assignments for free.

Public Records Act inquiries

Send ali reference inquiries that apply to City business to the library director. The director will let
reference staff know whether to answer the question, or whether this falis under the guidelines of a
Public Records Act Request, and should be referred to city Hall. This includes questions about:

o C(ityart

» City council

e City council meetings or agenda items

e Press and media questions about the city

Approved by Library Board of Trustees 10/22/14




CITY OF CARMEL-BY-THE-SEA

Harrison Memorial Library Board of Trustees

Staff Report
May 24, 2017
Orders
A
TO: Harrison Memorial Library Board of Trustees
FROM: Janet Bombard, Library Director

SUBJECT: Review and adopt the Fiscal Year 2017/18 Library Budget

RECOMMENDATION

Review and adopt the Fiscal Year 2017/18 Library Budget.

BACKGROUND / SUMMARY

The draft Fiscal Year 2017/18 library budget proposes the same amount of overall revenues and expenditures
as the Fiscal Year 2016/17 budget; however, individual budget categories have been adjusted to reflect
estimated fiscal year income and expenses.

Administration expenditures overall are expected to be less than in Fiscal Year 16/17, with projected increases
to Contracted Services, Postage and Signs being offset by decreases in all other categories. Increases of
note include:
¢ The Advertising budget has been increased to include funding for Niche Academy, an online database
promotion and tutorial tool.
» The Postage budget has been increased in order to continue the present level of fulfillment of
Interlibrary Loan materials
¢ The Signs budget will see a modest increase in order to promote better customer service and
wayfinding in the Main Library

Documents expenditures will increase slightly due to:
* An increase in the Leased Books program
¢ $1,000 added to Additional Overdrive Titles
s More funding allocated to Hoopla
¢ Anincrease in the subscription cost of Scienceflix

The majority of the abovementioned increases are offset by a reduction of $2,800 in Serials.
Equipment Maintenance/ Contracts will see an increase of $1,750 in Fiscal Year 17/18. This is due to 3M
company (which provides the maintenance contracts on the Self Check machines, Security Gates and the

library materials magnetizer/demagnetizer) having been acquired by Biblioteca LLC who raised the prices for
the contracts.
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The Library expects to purchase $8,835 in new equipment in Fiscal year 2017/18 vs. $4,159 in Fiscal Year
16/17.

Cataloging expenditures will rise very slightly due to the purchase of new library cards.

Information Systems equipment has been reduced by $4,000; however, the cost of Telecommunications with a
full year of paying for the CENIC high-speed broadband network, as well as having to purchase software for
new computers, results in a small increase to that budget.

Programs spending will increase by $1,150. A new line item for Oral History Program funding has been added.

The Strategic Plan Implementation budget category, which funds various initiatives spelled out in the Library's
strategic plan, has been reduced to $3,500 for Fiscal Year 2017/18.

ATTACHMENTS

1. Proposed Fiscal Year 2017/18 Library Budget
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FY 17/18 LIBRARY BUDGET

19

EXPENDITURES - ADMINISTRATION - FY 16/17 YTnsf;‘;TTUA'- FY 1718
Telephone Total $9,700 $5,553 $7,000
Contracted Services:
Bookeeping Services Golden Gate Bookkeeping $4,333 $3,025 $4,100
P.G. Self Storage $2,400 $2,000 $2,400
Overdue Materials Collection Transworld $800 $0 $800
Building Alarm Fees Sentry, Concept Security $1,100 $1,047 $1,500
Copy Services Copies by the Sea, Copy King, Welcome pkts $1,500 $124 $1,500
Advertising constant Contact $900 $587 $1,400
Courier Services Kal West $1,800 $1,000 $1,500
Total $12,833 $7,783 $13,200
Professional Development:
Staff Training Internet Libn., Infopeople $2,500 $2,285 $2,500
Mileage $500 $239 $400
Professional Memberships ALA. CLA, Am Archivists $1,700 $1,181 $1,700
PLP Membership Fees $11,641 $8,641 $11,641
Total $16,341 $12,346 $16,241
Supplies:
Teen room $400 $76 $500
Office / Custodial /Equipment / $11,700 $5,046 $9,500
[Total $12,100 $5,122 $10,000
Postage: Stamps, PO Box Rental
Total $1,050 $875 $1,500
Facility Maintenance:
Furnishings-Repair/Maintenance  [Total $500 $0 $500
Donor Acknowledgement/Signs:
Volunteer Recognition $300 $275 $300
Signs $1,000 $0 $1,260
Total $1,300 - $275 $1,560
Bank Charges/Retd Checks: Total $125 $51 $100
Documents-Refunds/Lost: Total $50 $0 $50
ADMINISTRATION TOTAL: $53,999 $32,005 $50,151
p.1




FY 17/18 LIBRARY BUDGET

| YTD ACTUAL
EXPENDITURES - DOCUMENTS FY 16117 514117 FY 17118
Main Collection:
Non Fiction $23,000 $19,150 $23,000
Non Fiction-Travel Cont. $5,000 $3,424 $5,000
Fiction $5,300 $3,796 $5,300
Amazon Prime Membership $120 $110 $110
Book Rental $32,000 $31,625 $32,560
Leased Book Buyback $1,200 $1,000 $1,000
Large Print $2,000 $1,069 $2,000
Main Audio $22,000 $9,088 $12,000
Main DVD $7,606 $10,000
Online Subscription - Overdrive $2,100 $2,100 $2,100
Additional Overdrive Titles $5,500 $3,685 $6,500
Special Category $50 $0 $50
Teen Fiction - Main $1,200 $1,073 $1,300
Adult Graphic Novel Collection $1,000 $581 $1,000
Teen Nonfiction - Main $800 $638 $800
Teen DVD Collection $200 $100 $300
Teen Audio Collection $200 $169 $0
' Total $101,670 $85,214 - $103,020
Reference Collection:
General Reference $3,500 $1,723 $3,000
Continuations $11,000 $9,383 $11,000
Reference Databases: Ebsco, Hoopla, Flipster $28,500 $18,279 $29,500
Ancestry, Gale, Mango, Mty Co. Herald Total $43,000 $29,385 $43,500
Youth Services Collection: '
YS Collection $13,000 $11,188 $13,000
YS DVD $2,074 $2,500
YS Audio $4,500 $1,289 $3,000
YS Online Database Brainfuse, Scienceflix $2,294 $2,160 $2,400
Total $19,794 $16,711 $20,900
Local History Collection:
Documents & Digital Preservation $2,500 $1,747 $2,500
Conservation & Supplies $2,500 $142 $2,500
Total $5,000 $1,889 $5,000
Professional Collection: Total $200 . $0 $200
Serials (Including Bookpage): Total: - $12,000 $7,297 $9,200
DOCUMENTS TOTAL: $181,664 $140,496 $181,820
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FY 17/18 LIBRARY BUDGET

' ' Agfrlt:JAL
EXPENDITURES-EQUIPMENT FY 16/17 5417 |FY 17118
Equipment Maintenance / Contracts:

LH scanner - BMI Imaging,copy machines,elevators AWE Thumper,

SelfCheck, Security Gates, Envisionware, Xerox, 3M

Total $13,000 { $13,986 | $14,750
[Other Professional Services: Docutec, Applied Microfim, typewriters

Total $300 $0 $300
New Equipment:
Panda Headphones - AWE stations $250
Flat files for Local History $2,345
Extended warranty /+ upgrades for AWE stations $3,440
Beanbag chair - Teen Lounge - 2 $434
Door stops for Main Library balcony - 4 $156
Staff office chairs - 3 $1,010
AV cases $400
Refrigerator Main Library $300
Metal arms for 2 circ monitors $500

Total $4,159 $2,858 $8,835

EQUIPMENT TOTAL: $17,459 | $16,844 | $23,885
EXPENDITURES - CATALOGING FY 15/16 YTD |[FY 16/17
Material Processing: OCLC Cataloging (including IFM) $9,050 7,089 $9,050
Library Cards $900 $0 $1,000
CATALOGING TOTAL: $9,950 $7,089 $10,050
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FY 17/18 LIBRARY BUDGET

EXPENDITURES - INFORMATION SYSTEMS FY 16/17 A(;’_:'l?AL FY 1718
' ' 514117
Equipment: Computers, Monitors, mice | Total $29,000 | $1,228 | $25,000
keyboards, UPS
Support & Maintenance:
ByWater Solutions Hosting and Maintenance $8,750 $8,370 $8,500
Other Technical Support - Computer/Phone: $400 $1,235 $450
 [Total | $9,150 | $9,605 | $8,950
MobilePrint subscription $1,025 | $1,025 $800
Telecommunication Provider: Redshift, Comcast, Califa (CENIC)
[Total | $7,204 | $1,537 | $10,940
Sottware: Microsoft Office, WinSelect, Total $500 $0 $1,300
Deepfreeze
Website Maintenance / Enhancement :
Domain Name, Cloud Trax, Engaged Patrons Calendar,
Library Anywhere, Author Alerts Total $1,500 $1,304 $1,550
INFORMATION SYSTEMS TOTAL.: $45.854 | $13,674 | $46,190
YIL
. ACTUAL
EXPENDITURES - PROGRAMS FY 1617 5417 |FY 1718
Programs:
Youth Reading Programs $6,000 | $5,804 | $6,000
YS Summer Reading Program $5,000 | $1,113 | $5,000
Teen Programs $250 $205 $400
Adult Summer Reading $3,000 $369 $1,500
Oral History Program $2,500
PROGRAMS TOTAL: $14,250 | $7,491 | $15,400
STRATEGIC PLAN IMPLEMENTATION TOTAL.: - $7,840 $1,233] $3,500




FY 17/18 LIBRARY BUDGET SUMMARY

BUDGET | YTD ACTUAL BUDGET
201617 | 5/4/2017 2017M8
REVENUES .
Library Operations $16,000 | - $14,262 . $16,000
CA State Library (Pacific Library Partnership) $0 $2,682 - $0
Friends of HML $21,500 - $25,000 $20,500
Interest Income $2,000 $2,646 ~ $2,500
CPLF- Unrestricted Donations $291,000 $218,325 $291,000
Donations $500 $7,295 $1,000
Total $331,000 $270,210 $331,000 .
EXPENDITURES
Administration $53,999 $32,005 $50,151
Documents $181,644 $140,496 $181,820
Equipment $17,459 $16,844 $23,885
Cataloging $9,950 $7,089 $10,050
Information Systems $45,854 $13,674 $46,190
Programs $14,250 $7,491 $15,400
Strategic Plan Implementation .$7,840 . $0 $3,500
Total - $330,996 $217,599 $330,996
RESERVES AS OF MAY 4, 2017
LOCAL AGENCY INVESTMENT FUND (LAIF) $ 1,014,891
LESS RESTRICTED BRADNEY FUND $ 46,747
LESS FY 17/18 SIX MONTH OPERATING RESERVE* $ 507,446
LESS EQUIPMENT REPLACEMENT FUND $ 100,000
TOTAL RESTRICTED FUNDS $ 654,193
TOTAL UNRESTRICTED RESERVE FUNDS: $ 360,698

*1/2 FY 17/18 Budget as per HMLBT Financial Policy adopted 2/03

p.5
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FINANCIAL STATEMENTS

of

HARRISON MEMORIAL LIBRARY

For the Period Ended March 31, 2017

G
3




HARRISON MEMORIAL LIBARY

STATEMENT OF ASSETS, LIABILITIES, AND NET ASSETS

March 31, 2017

CURRENT ASSETS
Wells Fargo Checking 167,182.26
Petty Cash Main 260.00
Petty Cash Park Branch 200.00
LAIF 463,357.10
LAIF-Operating Reserve 175,127.25
LAIF-Bradney 46,747.05
LAIF-Equipment Replacement 100,000.00
LAIF-Evans Restricted Fund 226,000.00
Total Current Assets 1,178,873.66
TOTAL ASSETS 1,178,873.66

LIABILITIES AND NET ASSETS
NET ASSETS

- LAIF-Operating Reserve 175,127.25
LAIF-Equipment Replacement 100,000.00
WF-Designated Gifts 104.80
Broadband Equipment Grant 3,379.77
Permanently Restricted 46,747.05
Unrestricted Net Assets 792,842.06
Net Income / Loss 60,672.73
Total Net Assets 1,178,873.66
TOTAL LIABILITIES AND NET ASSETS 1,178,873.66
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FINANCIAL STATEMENTS

of
HARRISON MEMORIAL LIBRARY

For the Period Ended April 30, 2017




HARRISON MEMORIAL LIBARY
STATEMENT OF ASSETS, LIABILITIES, AND NET ASSETS

April 30, 2017
CURRENT ASSETS
Wells Fargo Checking 153,598.54
Petty Cash Main 260.00
Petty Cash Park Branch 200.00
LAIF 467,017.52
LAI[F-Operating Reserve 175,127.25
LAIF-Bradney 46,747.05
LAIF-Equipment Replacement 100,000.00
LAIF-Evans Restricted Fund 226.000.00
Total Current Assets 1,168,930.36
TOTAL ASSETS 1,168,930.36
LIABILITIES AND NET ASSETS
NET ASSETS

LAIF-Operating Reserve 173,127.25
LAIF-Equipment Replacement 100,000.00
WF-Designated Gifts 104,80
Broadband Equipment Grant 3,319.77
Permanently Restricted 46,747.05
Unrestricted Net Assets 790.322.73
Net [ncome / Loss 53,268.74
Total Net Assets 1,168,950.36
TOTAL LIABILITIES AND NET ASSETS 1.168.950.36

5%




g jo | abey

(L0°£08°65) 00°000°1 €€ £6'961°1L2 LSTILY'E
(rrezn 00°000°91 68°0LZ°F1 §9EEY’
00°005°¢ 00'005°1Z 00°000°5Z -
0 90E°y 00'000°C ¥0"90€°9 TE'LEG']
TVSLYE 00'000°C wrsL9's AR
79°0£9 - 79°0£9 08°€61
00'56L9 00°005 00'56Z°L 007001
00001 - 00°001 -
00°569°9 00°00S 00°S61° 007001
(00°529°TL) 00°000°162 00°STERIT -
(00°sL9'CL) 00°000°16Z 00°STERIT -
dusjeyg pdpnyg 125png [enpV Jenpy
lenuuy aLx LI0T Hady

2102 [udy papuz pousd ayj 104

asuadxy

JWOIU] [BICL,
yesny 1) § 53jooqg - SG08F
suoneladQ Aieaqry - 0GO8KF
“TINH J0 Spustiy - 0609F

JMWOIU] ISAINU] - )OSy [EI0],
A3 - FWODU] JSAINY] - 000SH
Adupeag-Isau] - 00ISH
aweIu| 1531314] - GOOSE

PajaLsaLu(}-suoeuoy TAH-000¥b (€101
sjeLiley-suoneua TWH-00SHF
papLysaIur-suoneuoq TIAH-00F b
$3214138 YInoL-suonenoq TWH-00T#F

pajLnsaIun)-suoyeuoq TUH-000+¥

59

anuaAY 414D - 000SF [E10L
43410 - INWAIY ATAD - 000EY
WO pREUBISII-£1d4D 00LEY
YPEINnQ A61IS-4TdD - 0095Y
yoddngsieuajepy Atexqr1-41dD - 00FEK
SNAIAG S, U3IPUYD-ATID - 00ZEK
anuaAzy 414D - 0005P
Aeaqry aelg EruIofeD - 0001
’ Iwodu|

siseg yseo - sasuadxg pue sanuaAay Jo Juswalels

Kleiqi [eowspy uosuIeH



g jo g obed

- - - - AIuFZUHUGY) -HONBLSIUIIPY - 0709

(00'618) 00°00L°1 0071811 - sdiysaaquiay] [BUOISSIJ014 - 0£709
(9,7097) 00°00¢ vT6ET 0c'8Y adeaqIiy - 07709
s 00°005°Z 9582 00°SLT Suyuged | jye1s - 01709
(00°000°€) 00 1+9°11 00°1+9°8 - diyssaqudpy JTd/OVAON - S0Z09

- - - - $201A13G [ENJIBLUOCTY - QD109
- - - - SIDAIIG |EHOISSAIOL] - SG109

(00°008) 00°008°1 00000°1 007001 SINALIRG JILINGD - 06109
{00°00%) 00°00%C 06000°Z 00700T 2861018 JPS "' d - S8109
{0s°¢1€) 00006 057936 05798¢ BusnIaApy - 08109
(00°008) 007008 - - U01133{[07y S[ELIA eI 2nPI3AQ - 0LI09
(ZogieD) 000081 8E¥TI - sanatag AdeD - 09109
(00'es) 00°001°1 00°LF0°1 00°1€T s3] ® waely Suppny - 05109

- - - - SIVNALRG UPNY -0F 109
(00°£86) 00°EEEY 00°05€'E 00°5Z¢ sadiatag Surdaayyoog - 0£109

- - - - SNIAIRS [BNRENUCD -00109
o1°sL1) 00°050°1 06'PLS FL 901 aBeisod - 08009
(8°€.8°9) 00°00L°TT SU9z8'y 0E°0rE sarddng - 0£009
(00't2) 00°5Z1 0015 - S22y pauimyayy/sadiey)) Nuey - 09009
(00°570°1) 00°00£°1 00°SLT - SUSIS/AUIUIBPIAMOUNIY 10U0(T - 05009
(00°00%) 00°00S - - aueuRUiEA/Aeday-s3uystIng -£$009

- - - . SINALG Sulues]) -1#009
] i ) . ssusuduely AREY - 0F009

(i5095°2) 0000L°6 67 6E1°9 £5°98S woydapy, - 6£009
(00°05) 00°0¢ - - 1S0/SpUnRjY-SpuaNdO( - 67009
- - - - yseD) Burd-12A0 - 1009
- - (iz61) 1L°8T Mo (1340 YseD - 01009
NOLLYHLSININGY - 00009
aauejeq 198pnyg 128png Ry [lemay
fenuuy aLx LIOT (udy

210z 1ndy papuz pouad a3y 1o4
siseq yses - sosuadxg pue SanuaAsy Jo juswalels
Alelqi jelJowapy UOSLLIRH

55



g Jo ¢ abey

(69°66) 00°00% 1£7001 26°9T
{€5zZ07) 00°008 LY L6S -
(5L81%) 00°000°1 STI8S -
(o%21) 00°0ZI #5°L01 -
(€6'921) 00001 LOELOT 16811
(00°0%) 00°0S - -
(6L +18°1) 00°005°S 1T°$89°¢ Y66
- 00°001°Z 00°001°Z -

(e5Z18'P) 00°000°€T LY L8181 ZO'306°1
(81°9L5°1) 00°000°S T8 ETHE [TIES
(c8'108°1) 00°00£°S SU6HE TE'301
(rsoce) 00°000°C 97°690°L A
{00°000°Z1) 00°000°Z1 - -
(09 7LE) 00000°7E 0r'SToIE -
(zor817'9) 000002 36'18L°61 PE06E'E
(SL98TFI) 00°65L°0¢ €T'TTC01 L6l
(06’3887 1) 0065t LT 01°0L5°C -

S1Z56 00°000°E[ SI'TE6El 0L611
(00°00€) 00°00¢ - -
(8£°8L6°07) 00°665°€S 1#°009°2Z¢ 80°0€L°T
adueeqg 193pnyg 1Spng [enyy jemay

[enuuy aLA L10Z dy

10z (1dy papug pouad ay; Jod
siseq yses - sasuadxg pue SanusAsy 40 Juswoles
Kreaqi (erowWay uostLLIeH

GAQ U -NIVIN-SITZY

UONIIUON U3 ~N1VIA -01TZ9

19A0N yderD INpY-NIVIA -S0779
drgsaaquesy] 2w ] WoZew - NV Al -007Z9
oI W I-NIVIA - 06129

Atoaje)) 18132dS-NIVIA - 08179

SINLL 1BUOPPY/SHOOGH-NIVIA - 09179
uondiasqng ALIPIAQ-NIVIA - SS179
uony UON-NIVIA - 05179

o)) (PABRL-AN-NIVIA - OF1Z9
wOMIA-NIVIA - 0E129

Jutag 3BIe-NIVIA - 62129

sreqAng woEneNIW-NIVIA -S11Z9
[e3uax JoOog-NIVIA - 01179

[enstp oipny-NIVIA - S0179

asuadxq Jues9 n ¢ sHooq - Q079

SINAWNIDOA - 600Z9

INTINLINOT - 00019 12ICL

yuamdejday-qusuedinbg-goci9
man-juswdinby - g0z19
gd-fiddngpuep-jusudinba -Sorro
sppeqjuolyMmuendyurey Junuadinby - 0gELo
$IAIIG [BUOISSIOLT 1O - 0SO19

INAWLEINDT - 00019

NOLLVHILSINIINQY - 00069 [E10L

~d
ANA



§ jo i abed

(P TLLLT) 00°000°6T LSLTT Y -
(65615'8) - 00°00ZvT [+7089°C1 067501
(00°006) 00°006 - -
(8 196'1) 00050 T6'880°L 697609
(zovp) 007052 87607 -
wo9s1) 0070000 00°'708°S 0¥,
(199£8°D) 00°000°S ECE9IT -
(z8°085°0) 00°000°¢ 2611 81°69¢€
(80°0LT°5¢) 00 v To!L T6'E61°LET L0 118%
(00°007) 00°002 - -
(65°20LY) 00°000°Z1 17 L6T'L XA
617668 00°005°T 6L'55EE ELv61
(1e95c's) 00°005°Z 69'1%1 -
(L67106) 00°005°% £0°865°c 8L'678
(0ov£D) 00¥6T°T 00°091°C -
{ocz18°D) 00°000°E! PO L8I°TI 7881
(z8'9LL°1) 00°005°E 81°€ZL° 00'bS
(or'L19°1) 00°000°T1 09°78€°6 16718
(6z'zs1CI) 00°005°8C 1L LYE91 §LL59
(9z'1¢) 00°00T ¥L891 -
auepey 198pnyg 129png [eniay [enpy
Jenuwy darLA L1OZ (Hdy

2102 |1dy papuz pouag ay) 404
siseg] ysen - sosuadxg pue sanuaAsy Jo jJuswalels
Aleaqi [ELIOWA UOSLLIEH

wwowdmbg-gI - 00129

SIWAELSAS NOLLYINHOANI - 000L9

SATTAINS/SWVADOUA - 00099 [B10L
KuaBunuon SuiSojere/sweadord - 0899

T 20 INAT -09L99

spie) L1eaqry - 05£99

SuiSofe1e) D1D0 - 00499

sweddorg 33| - g0999

swerdorg Supeay-SA - 00499
weador g Suipesy LwUng-gA - H0£99
Suimureasosd HIMNPY - 00199

ONIDOTTVLVD ANV SIWNYHDO0Ud - 00099

SINANWIDOA - 000T9 [¥10L

VI3 PANOLUSIY-HT - 0£STY

SA-MD pazeudiss( TIH 00879
UOII[[CD jeaoissajoL] - 00LT9
m-.o_.._a__.mumn:m SjeLIRS - D979

"AJISIAS _Nw_m_ﬁ— [SuuIRdo(q-H - 07579
sayddng wogeatssuoD-HT - ¢1579
03PIA/OIPNY-S K - 0ZHTY
sasegeled-SA - 01VZ9

uenIAOI-§A - 00479

S[BLIRIBIA-IID) pajenBisaq TIWH-0PET9
(et JqY - 0E£79
uonenunuo)-4qY - 0Z€79
asequIEd-49Y - 01£79

oipRy URL -NIVIAl -07779



5o 5 afieg

€6'FT90L (00°9.LE°LT) FL89T°CS (08s¥9°11)
(00'sz¥'0ET) 00°9LE°GPE 61°8T6°LIT LELETST

66°2ET1 - 66'TET1 66°TET1

66°TET' 1 - 66'TET1 66°TET1
{6L7559°Z¢) 00 vSE LY [2°869°F1 £9°0v1
00'6Z0°1 - 00°$Z0°1 -

§0'6¢8 0000t $0°5ET1 -
(0o'961) 00°005°1 00" +0E"] -
(00°00¢) 00005 - -
(8£°£99°5) 00°+0T°L T99£5°1 £9°0%1
(£0'03¢€) 00°05L°8 L6°69€°8 -
asuejey 128pnyg 198png |JemoY [enjoy

[enuuy avLi L10T dy

L10Z 11dy pepuz pousd sy3 io4
siseq Yyses) - sasuadxg pue sanuaAay Jo Juswolels
Aleuqi] jeliowapy UOSHIEH _

WO ION

asuadxq jeioL

mmm:bnzmmxmm>~.mmmx.8§£sﬁ _Vo
uoneuawsdwy ueld 2ANEIS-00689 6
Suruo o)y J1v-H7-09719
STHALIANAIXT ZAUASTY - 00089

SINALSAS NOLLYIWHOJINI - 0009 (€10,
uorpdirasqng Surtg SEGOIA - 068L9
Meoddng [earuyas |, 29Y10-SI - 0089
woddngyuonedytpoy ST1-SI - 00LL9
IUBYOUY P JUIBI SGIM-S] -009L9
21eM)O0S-SI - 005L9
43PIAOL WOIIPRL-SI - D0FLY
sarddng-g1 - 00£L9
JDUBUIUIELA] pu¥ SUDSOH-ST - B0ZLY



| abed

Ly B1ed sjjapn - 00001 S14¥Hd ONOD3 LLOZH0P0 ZS6E HaayD- Juid |iig
8c’l6E 87°.6¢ Y10l
6E°LE BE'L6- "IL-AN-NIVIAL - 0P LSO
£2'89 £2'89- TURUOD-4F - 02€C9 LIWOZHOFD  TTEPIOS ng
6’591 Z26°S91- TIAIPNY-SA - 0EFES
1 ZMYi LA rolpny-NIvIAL - 50129 LL0Z/PO0 T8LLOY ng
b AR ~Bled s{jopm - 00001 HOAVL 8 Y4arvd LI0Z/P0/V0 196¢ #23YyD- jud li'g
9e'5e8'z 9e'65z8'z- WIoL
60°9¢ 60°92- TTAWNDog-HT - 02529 LWOZPOP0 TTOLEEL g
B¥ ¥ B¥ ¥Z- "4 UON-NIVIAL - 05129
0sci 0ggL- T UDRIL-NIVIN - 06129 LLOZHFP0IV0 TTRLPEE
9g'le 99'Le- ucRII4-NIvIN - 0ELZS LI0ER0IP0 TTLLOGL
00'se o0o'se- UoIIZ-NIVIN - 0S129 L0000 T¥9E80
oIyl 0¥ Lvi- TOIPNY-NIVIN - G0LZ9 21020k TT0LL0E
6lL0g 61°0%- TINOIPNY-SA - 0ZF29 LLOZ/POIFO TTEBPBL
144 L Z8L- TINCIPNY-SA - 02P2e
0962 09°Ge- "4 UON-NIVIN - 05129 LLOZFOP0 TG995C
vovel OVl TINCIPNY-SA - OZPE9 L10Tp0P0 TTRSLYL r/m..f
ST AY 9z Zr TINOIPNY-SA - 0ZPE9 LIOZP0OP0 USO0GE g
6'8% VR TOIPNY-NIYIN - S0LZ9 LIOTHO0 TEChLE
ee Ll EeLL- HORMSIOO-SA - OOPCY LIOTPOIP0D 29960
FA NN FANS o TroIpny-=NIvIN - G0LZ9 2102700 TTLL9GL
0561 056l TIAQIPNY-SA - 02129 210200 09811
Qc'Sl 029l UOIDIA-NIVIN - OELED LLQEMROPD TO0ELL
16°€L 16°¢)- TINAPNY-SA - 0229 210200 - 09521
ree e¥se- OIpNY-NIVIAL - S0129 LLOTIPOIPO TELELE
SO'vL So'vl- TINOIPYY-SA - 029 OO0 TT0RGLL
96'9.¢2 96°9.¢- TOIPNY-NIVIN - 50129 LLOCHOMP0 TTLL9GL
86’92 86°9¢- “uas] "NIVIN - 51229
80°/82 80°L8¢C- TrOIpNY-NIYIN - G0129 LLOZ/POFO0 TTES1LB0
& grasie] L¥'299- TUOIPNY-NIVIAL - 0129 LI0CPO/P0 TTELELE
e0'ie 20'Le- ToIpNY-NIYIN - S0LE9 LIQZIVOIF0 TUELELE
86991 86991~ Trolpny-NIVIN - 50129 LIQZPOIP0  TURLEEL
gg'8le gZ'ele- TIAOIPNY-SA - 02129 LLOZIPOP0 TREZECL
00'¥G Q0 ¥G- [EJoUS9-43 - QEEZ9 :
8P LL grLL- “'4 UON-NIVIN - 0SLeg L1020/FP0 ULEERL
9e'LLe L0 ) R “oIPnY-NIVIN - S01LZ9 210200 TO9LELL
6601 66°0L- “rRAlNA0g-H1 - 02579 L10Z/0/P0  TG096T
9€°9Z8'Z- ~-Baed s|1oam - 00001 NOZYINY LLOZH0MF0 0S6¢€ 33R2UD-jud Iid
wnowy jeumbugo junowy pred WNoADY atuepN a1eQ wnpN adk)
j1ejaq yasyn LLILVISO
>._m.=..=|_ JELIOWIBDN UOSLIIEH WY oz:0l



Z abed

§1°/59 G180 I¥YL0L
GL'i59 GLIG9- “reqeled-43d - 0LEZ9 LI0Z/S0/P0  TELEYE ng
G1°159- ~Bied s|l2M - 0000} Y1dO0H 2102/50/%0 8G6E yosy - jud g
o5 ey 0% Zer- Tviol
0gcer 0g5°Zed- TTuuod-43Y - 02eC9 2102/50/0 F4 2345 4 g
05Zel Baed s|Iam - 00001 NOSTIM"M'H 2L0Z/S0H0 IS6E Noayd- Jud g
00'sce 00'gee- i\ -Alell
00'gee 00sze- “uidesyoogd - 0g 109 L1L0Z/S0/F0 civs g
o0o'sze- ~Baeg s|1om - 00001 08 31v9O N300 LL0Z/S0/F0 956¢ Y334y jud [g
SFGLE gy Sle- IVLOL
jereRede) 585" TIL-AN-NIVIAL - OVLES 2102/50/70  TTERLOS g
LLeel LLEg)- uoloelloD-SA - 00Fe9

rlLCcL rlci "4 UON-NIYIN - 06128

G1'6G GL°GG" " URAL-NIVIN - 06129 LI0Z/50/70  TBLIOP nd
StSEE- “Biey sjlepn - 00001 HOTTAVL B HaMva L102ZIS0/v0 S96¢ A2eyD- Juid |19
5 G98G #9°586- IVLOL
99’61 99'61- suoydafal - 0£009 L10C/S0MF0  LEG8GTE g
829°985 88°69G- auoydalsl - 0£009 LLOT/ISOMP0 SLPesks ng
v5'589- Baeg s|em - 00001 € 1INV 181V 210Z/50/¥0 ¥S6¢ N8y g- Juud g
00°00¢ 00°002- TWiol
00002 00°006e- Id H1AIMPY - 00198 L10E/P0IF0 TEBZED ftg
007002 ~Baed s|lam - 0000L Y1IVH NIy LLOZH0/%0 £86% WoayQ- Jud g
¥ P9 FA 4o IvLOL
LV ¥9 FAS 4o Buipeay-SA - 00P99 LLOZHPO/P0 TTZEELE g

unowy euibLo unowy pred junoasay SweN ajeq wnN adA]

(o0

lejeqd %29yH
Areaqi [enowsayy uosilieH

LLILLIS0
NV 02:0l



¢ abed

00°001L 00°00i- TYLOL
00°001 00°00L- iag 1elihoY) - 06109 LLOZIRLO L0900 ma
00°001- ~Bred s|i#m - 00001 1S3aM-1vM 2102/8L170 S96¢ ¥oayo- jud lirg
L6°EE 16°¢e- IYLOL
16'¢E l6°ge- tJuewdinkz - 00319 LL0Z/8LPD  ZE£802 g
26'€¢- Bied s|l9p - 00001 MOTdVLIVd 2102i8LIV0 96¢ ¥oayo- jud g
BO'GTZL go'sClL- vI0L
89'6Z1 89'6ZL- T WooelaL-Sl - 00F.9 LLOZIBLIPD  TTTIE0NG g
89°SZ 1 -Baed s{lapm - 0000L 1SVYINO0D LL0Z/8L10 £96€ ¥ooUD- Juid Hig
L1€eE 1reee- VIOL
Z6'2/) 624 L "oIpPNY-NIVIN - 0129 LL0Z/IBLF0  TUBLLOY g
£6'1L £6°14- "IL-AN-NIYIV - 07129 —
768, z6'8L TUuoD-43Y - 0z£29 LLOZIBLIFD  TUSELOS a S
11'82¢- ~Bred silop - 00001 HOTAVYL 8 ¥3va 210Z/84b0 Z96¢ Yoaayo- jud g
£2°68 £4'68- TYLOL
£4°68 £L'58- “awdinby - 0L Le 2Z102/S0/¥0 69880 g
£1'58- ~Biaed s|om - 00001 XO™IX LL0Z/S0/P0 196¢ Yaeyo- Jud lirg
AL £2T'ZE- WIOL
i ara borAr A "qns sleuss . 0099 LLOZISOFD  ZE0r0 na
T ArA ~-Baed siloMm - 0O0OL “1v3 SYNITVS 3HL LLOZ/S0fF0 098¢ ¥osyd- Jid nig
95’6 956 VLIOL
956 95'6- “Buipeed-SA - 00¥99 LLOZ/S0M0  TAIE16 g
956~ “BJed s|jop - 00001 10d3a 30914-0 2102150170 656€ ¥93Yd- Jwd g
junowy jewiBug unowy pred Junoooy way] swenN ajeq wnp adAy
2102 [udy
[lejeqg 3o8yon LLILLISO
Ateuqi [eldowapy uosLIBH WY 0Z:04



 abed

87°9.8- ~Bred s|12m - 00001} e 09dV4 STIaM LLOTIBLIVO £16¢ nI#YD- Jud g
LL€0Z LLg0e- TYIOL
81691 g1'691- id H1 ANRY - 00199

o8 Lt o8- sal|ddng - 02009

2022 20022 s9||ddng - 0009 L10Z/8LP0  ZLPOIY Ing
LL'€02- Baed sjiIap - 00001 *'vg 0DYVYd ST13M LLOZI8LIV0 7468 ¥oayd- Jud (g
S6¥L S6'F - TviOL
G6¥L S6b1- ™ woosel -S| - 00V.9 LL0Z/BLIPD  BBSYLLL g
S6'PL- Bled S1|9AA - 0000L 1dIHSaT 2L0ZI8LIV0 LL6E 3294 Jwd g
19°%¥ 19'¥t IVLIOL
19%¥ 9%~ “TOIPNY-NIVIN - S0LZ9 LL0Z/8LF0  TTS0SS. g
19 Bred e - 00001 SM008 d3q40o3Y 2110Z/81LI¥0 0/6¢ A%ayo- Jud g
GLZ) gLz IYIOL
G2l SLZL sa|ddng - 0,009 Z10Z/8LIF0 68516 g
SLZh- ~'Bred s|lop - 00001 10430 331240 2L0Z/8LIF0 6968 ¥oay - Jud g
69'609 69'609- TVLOL
69'609 69°609- TlERD 97100 - 00499 ZL0ZBLYO  SIEVES ng
69°609- ~Bieq s|1om - 00001 2720 LLOZ/3LIV0 896¢ yasyn- jud g
£EGS ££'65- WLOL
£€°GS ££'65- URUOD-43Y - 0ZEE9 LLOZIBLIVO #00LY g
££°95- ~B1ed s)iapm - 00004 000 SS3ud OTION L10Z/81iP0 196% y2eyo-jwd g
000 000 VLol
000 ~Baed s|1am - 00004 "EYOA B TINHOW LIL0Z/8HT0 996E ya9yD- Jd g

unowy jewnbug Junowy pred UNoHIY awepN ajeq wnN adA}

lejeg Xo8yH
Aleigiq jeowapy uostiieH

LLILLISO
WV 0Z:0L



G abed

gy'cel Sp'Sel- IYLOL
i geiol! GPGEL- salddng - 0009 LL0Z/0ZIP0 T6S8LE ng
SY'SEL- ~Bled s{|2p - 00001 10d3a 3201340 LLOZ/0ZHFO 216t o8y Jud Iig
LO'6L L06L- W1OL
[ReN-7A 1064 “roIpMy-NIYINL - G0129 LIQEQe/Pd U810 g
Lo'6L- B1ed s|[9M - 00001 HOTAVL 2 HaMvd 210Z/0T1¥0 L16E FI/YD- Jwud li'd
00°602 007002 IVLOL
00°002 oo'ooz- IS HSS O'd - 68109 L10T/02/P0 1861¢€ ng
007002 -"Bie sj|8pA - 00001 'S JA0HD JIdIovd LLOZI0ZIV0 976¢ Hoeyd Jid 1Hg
26’9y (A R7A o IVLOL
0L €l 0L°€L- T U923 -NIVIN - 06LZ9 3
89°L¢l 89°LZL- "4 UON-NIVYIN - 06129 ' \
ar'sl orGi- UOHIII-NIVYIN - 0£129 L1LOC/8HYO  TTRLIOY 4@
£6vlkL €6 viL- TUHG)- 49 - 02229 L10T/8LIP0  TUGELOG
86°LLL g6’ TALAN-NIVIAL - OFECO LIOCBLYPG  UGEIL0S
1955 19765 I1AN-NIVIN - OFLEQ LLOZ/8LIF0 TSR LOG
95°8¢ 96°8¢- “uguod-43Y - 0Z2eE0 LLO2I8LP0 TTGYLOS ng
26'Sl ~Bued s|1spa - 00001 HOTAVL 2 ¥3MvEa L10Z/8LIv0 S.6¢ #o3yo-jud g
B6°2EC'} 66'Z8Z')- BL-Alelk
B6ZET'L 66'28Z'1L- “Id 21B91eNS - 00689 LLOZ/8LIYD 0ELELST g
862€T'L- ~Bued s|lom - 00001 G042 TIHEON LL0ZI8LIFO PL6E }39YD- Jud g
82948 87948 TWI10L
00°S¥ 00°S¥ TRWUN0d-H1 - 02529
Q0'sil 00°GLL- Buiier] yeis - 01209
Q00 000z~ “awnoog-H1 - 02529
2L6% 8.'6¥ TURWINA0G-H - 02528
05985 05985 BuISHIPAPY - 03108 L102/8LIPG TEO g

unowy [euiBup Junowy pled Junoaoy way} AeN ajeq wny adAL

2102 1udy

l1ejad 3o9yd
Ale.aqi] feLlowayy UosLIeH

LHLMGO
Wy 0Z:01



g abieq

BO'ch 60°CL- T ugsi-NIVIAL - 06129
reval YE¥OL- “'d UON-NIVIN - 05129 LLOCRZYO TTBLIGY
oe'oe ogoe- "ILl-dN-NIVIN - 0¥ 129 LL02/92/PQ TTSELOS
9%'GE 95°ge- TIL-AN-NIVIN - OFLZ9 LLOZI9C/IFO TTSRLOS
858’} 86 ¥8¢'L- "4 UON-NIVIN - 05129 Z10gieiv0 UeLLov
6508 65°08- UL-AN-NIYIAL - 0FEZ9 LYOZ/QEIPO TUSPLOS
¥r'es PP s Tunuod-43Y - 02829 L102/92/F0  TG¥LOS
8T'862° 1" *Bed silean - 00001 HOTAVL 2 y3avvd L102/9Z/70 £86¢ HoayH-jud Ing
66°C g6°¢- IWL0L
66°¢C 66°c- auoydafa) - 0£009 LLOZ/9CIPD TT9LO g
66°¢C- ~Bae4 s|1ap - 00001 121V LLOZ/9CP0 186¢€ ¥aayd- yud g
08°GE'L 09'SHE -
1291 229 TTOIPNY-NIVIN - S0LZ9 L10g/9C/v0 UIESEL
¥6L2 ¥6'Le- OIPNY-NIYIAL - S0LE9 L0220 TTLLSSE
122 FXars o TRWNIRC-HT - 02929 2102/92/¥70  TULEESD
99'vL Q0F|- TOIPNY-NIVIN - S0LZD LL0Z/2iP0 Te06LE
[ FAY eLall- “ropny-NIVIN - S0LZ9 L0290 TUE061E dl\
6L°Z1 6L°CL- ToIpnY-NIVIN - SOLED LI0E/RE/P0  TULESZL
L8°¥%C 18'¥2- Tt usat-NIVIN - 06129 L102/92/F0 U096V L /w
or'Gl g'6L- TIAOIPRY-SA - 0ZkEQ 2102920 TPSI9L
009l 00'9l- LoA-NIVIN - OELE9
AR AT “roipny-NIvIA - G0LZ9 L10¢/9e/¥Q L8102
669 66'G- “"d UON-NIVIN - 06129 L1L0C/9EMP0  TUEvRLLL
69065 69°055- Tolpny-NIVIA - G029 LIQT/OZF0 TTLESZL
¥8'8¢ ¥8'8¢- “rolpny-NIVIN - $0L29 L10e/9giP0 TULA9GL
£e'et £C' 98- relpny-NIYIAL - S0E29 LLOE/92H0  TTIEBEL
86 18'6- ToIpnY-NIYIA - G0LE9 L102/9E0  TL08ZZ
2.'80¢C €L4°80¢- “oIpnY-NIVINL - G0LES LL02ReR0 TL08EE
14 R4 ve'ce- ToIPNY-NIVIN - 50129 LIOZ/9Z0 TTPBLSE
€56l €66 rableT-NIVIN - 02129
[A21> cy'8e- "' UON-NIYIA - 05129 L102/9¢/0  "TEBBE0
99'Le a9'ie- TOIPNY-NIVINL - 50129 L102/92/¥0  TE8860
08's¥e’L- *"Baeg s)12p0 - 00001 NOZVINY 2102192170 086¢ ¥I3yD- juld 1ng
a0'Led 00’ Lee- IWLOL
00°Lee 00'LEe- |y Buip|ing - 05109 LLOZI0E/P0  06L.LV0C g
00'Lee- Baed silam - 00001 AMLINTS LL0Z/OZ/F0 626€ ¥2a4yD- g g
wnowy [eulbug uhouy pred unoadYy way} aweN aeq wnN adAy
2102 Idy

[le}aqg }o9yD
Aleiqi] (ellIOWS Uos|LIeH

LLILLISO
WY 020}



1 abey

12081 LZ0EL- IVLOL / V.
08¢ 0ge- sa)|ddng - 02009 LV02IZIF0 T9/61E g /W
6489 628 7T I00Y uesl - /009 ~
BOLLL 897211~ sa|ddng - 02009 210Z112/¥0  T9.616 g
1Z0g}- »Baed s|lap - 00001 10d3a 321440 LLOZ/LTIFO 586¢ Yoayo- jud g
0582 0582 V1Ol
0582 0s°'82- sayddng - 02009 LW0TiLZv0 1922119 ng
0592 ~Bied s||1am - 00001 (olel E[4] LLOZILTIFO ¥86¢ Hoeyg- jwd II'g
76°2r6 ¥6'Z16- IW1OoL
76216 V6216~ ~00g3-NIVIA - 09129 LIOZIOZHF0 TULOLBO g
v6'2v6- ~Bied s|om - 00001 SARRQEINO L0290 £86¢ N3IBYD- JWd Id
828641 82°862'1- IVLOL
gg /g gg/¢- uoNOB(IO-SA - DOYZQ
unowy jeulBug junowy pred unoooy way) aweN ajeq wnn adAy
2102 |udy
__ﬂu.@o V_UQF—O LEILVISO
Aleiqr] jellowapy uosiiIeH Wy 0z:01



