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Executive Summary

Background

House Bill 2702 (2007) required development of a plan to ensure that written documents
produced by executive department agencies conform to plain language standards. The
Governor designated the Department of Consumer and Business Services as the lead
agency to develop the plan. The legislation required a status report to the Legislature on
Feb. 1, 2008.

Summary of Activities (as of Jan. 18, 2008):

Plain language plan. The Department of Consumer and Business Services, through the
Office of Regulatory Streamlining, coordinated development of a plain language plan with
the assistance of a number of agencies. The department issued a preliminary plan on Nov. 1,
2007. A full copy of the plan is located at http://plainlanguage.oregon.gov.

Outreach efforts. As coordinator of the plan, the Department of Consumer and

Business Services has conducted outreach on the plain language bill and plan, including
presentations at agency heads’ meetings and state agency Communications Council (agency
communications managers) meetings.

Plain language contacts for each agency. All state agencies have a designated plain language
contact person. The contact will help each agency comply with the plain language standard by
distributing information about the standard, pilot projects, and training opportunities.

Style guide. The Department of Consumer and Business Services, with the assistance

of many state agency volunteers, developed a one-page “style guide” to help all state
employees apply the plain language standard to written documents. The guide offers quick
tips for putting plain language into everyday use and is in an easy to distribute format. In
December 2007, the Department of Consumer and Business Services distributed the one-
page guide to all state agencies

Online resources. The Oregon State Library has developed and is hosting a plain language
Web site. The site is located at plainlanguage.oregon.gov. The Web site includes useful links
to current plain language resources, including efforts by other states. The site will contain
Oregon-specific plain language examples as they are developed.



Pilot projects on written documents targeted at the public. Six state agencies volunteered
to conduct pilot projects during phase one: Department of Administrative Services,
Department of Consumer and Business Services, Employment Department, Department

of Environmental Quality, Department of Revenue, and the Office of Private Health
Partnerships. The pilot projects will identify opportunities and challenges that arise when
updating written documents to plain language. Pilot projects cover a wide variety of written
documents and some will test how to capture measurable results.

Targeted training plan and pilot training program. The Department of Administrative
Services’ Statewide Training Program has developed a training plan and pilot training
program for state employees. They have also developed a half-day class on plain language
writing. The training’s foundation is the plain language standard. Pilot project agencies and
plain language contacts are in training sessions starting in late January through March 2008.

Discussion of Measurable Results

The implementation plan is in the pilot phase. Several pilot projects under way intend to
capture measurable results. For example, the Department of Consumer and Business Services
1s working on collections letters that generate many customer phone inquires and also do not
have a good response rate. After the department starts using the revised letter, it will track
collections and phone calls to determine the impact of the plain language improvements.

As the results of the pilot projects are completed, the second phase of the plan includes
analysis of the successes, challenges, and recommendations for future action. This analysis
will produce an updated plan in mid-2008. The information will also be included in the
January 2009 report to the Legislature.



Introduction

House Bill 2702 (2007) required development of a plan to ensure that written documents
produced by executive department agencies conform to plain language standards. The
Governor designated the Department of Consumer and Business Services as the lead
agency to develop the plan.

House Bill 2702 specified a standard for written documents produced by executive department
agencies. A document meets the plain language standard if it, whenever possible:

» Uses everyday words that convey meanings clearly and directly

» Uses the present tense and the active voice

» Uses short, simple sentences

» Defines only those words that cannot be properly explained or qualified in the text
» Uses type of a readable size

» Uses layout and spacing that separate the paragraphs and sections of the document
from each other

The legislation requires reports to the Legislature in February 2008 and January 2009.
These reports are to include a summary of activities taken to implement the plan, a listing
of training and resources provided to agencies, discussion of any measurable results, and
recommendations for further legislation, if any.

Summary of Activities, Training, and Resources

This report covers activities up to Jan. 18, 2008.

Plain language plan

The Department of Consumer and Business Services, through the Office of Regulatory
Streamlining, coordinated development of a plain language plan with the assistance of

a number of agencies. The department issued a preliminary plan on Nov. 1, 2007. The
department sent the plan to all agency heads and posted it on the plain language Web site.
A summary of the plan’s schedule and major tasks is in Chart 1. A full copy of the plan is
located at http://plainlanguage.oregon.gov.

To ensure long-term success and make the best use of existing resources, the plan has
two phases. Phase one includes developing guidelines, providing training, and testing the
standard with a variety of pilot projects. The first phase of the plan focuses primarily on
written documents with a broad general public audience. This phase started in November
2007 and will end in spring 2008.

Phase two will recommend how the standard should apply broadly to all agencies based
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Chart 1 - Plain Language Plan Timeline

2007

2008

Phase 1 - Build capacity, develop resources, conduct pilot projects

2009
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All agencies designate
plain language contact
for each agency.

DCBS, DAS, State
Library, and pilot
agencies develop
guidelines, style
guide, and online
resources and provide
to all agencies.

Pilot agencies conduct
pilot projects on
written documents
targeted at the
general public.

DAS develops targeted
training plan.

DCBS documents
agency activities and
collects and identifies
best practices and
research.

DCBS provides status
report to Legislature.

Phase 2 - Assess pilot phase, recommend areas for expansion

DCBS and pilot
agencies conduct
assessment of pilot
projects and evaluate
best practices.

DCBS communicates
recommendations to
all agencies.

Expand project
based on Phase 1
assessment.

DCBS provides status
report to Legislature.




on experience from phase one. In this phase, the Department of Consumer and Business
Services will analyze the training, guidelines, and pilot projects to determine their
effectiveness and identify the next steps in applying the plain language standard more
broadly. This phase starts in spring 2008.

Outreach efforts

As coordinator of the plan, the Department of Consumer and Business Services has
conducted outreach on the plain language bill and plan, including presentations at agency
heads’ meetings and state agency Communications Council (agency communications
managers) meetings. Plain language contacts have received updates about plan development
and training opportunities.

The Department of Justice provided an overview of the new plain language standard to
an audience of 137 state employees during one session of its 2007 Administrative
Law Conference.

Plain language contacts for each agency

All state agencies have a designated plain language contact person. The contact will help
each agency comply with the plain language standard by distributing information about
the standard, pilot projects, and training opportunities. All plain language contacts had the
opportunity to register for the pilot training provided by the Department of Administrative
Services in early 2008.

Style guide

The Department of Consumer and Business Services, with the assistance of many state
agency volunteers, developed a one-page “style guide” to help all state employees apply the
plain language standard to written documents. The guide offers quick tips for putting plain
language into everyday use and is in an easy to distribute format.

In December 2007, the Department of Consumer and Business Services sent the one-page
guide to all agency heads and plain language contacts and posted it on the plain language
Web site. A copy of the guide is included in Appendix A. The guide is also the basis for the
pilot training discussed below. A more detailed style guide is in development.



Online resources

The Oregon State Library has developed and is hosting a plain language Web site. The
site 1s located at plainlanguage.oregon.gov. The Web site includes useful links to current
plain language resources, including efforts by other states. The site links directly to the
Department of Administrative Services’ training opportunities. The State Library also
compiled links to helpful writing tools as well as resource materials available through the
library system. The site will contain Oregon-specific plain language examples as they

are developed.

Pilot projects on written documents targeted at the public

Six state agencies volunteered to conduct pilot projects during phase one: Department of
Administrative Services, Department of Consumer and Business Services, Employment
Department, Department of Environmental Quality, Department of Revenue, and the Office
of Private Health Partnerships. The pilot projects will identify opportunities and challenges
that arise when updating written documents to plain language.

Pilot projects cover a wide variety of written documents and some will test how to capture
measurable results. Most pilot project agencies are working on multiple projects. Among
the pilot projects under way, examples include:

* Employment Department is revising the information guide provided to applicants
for unemployment insurance benefits. The department sends out more than
200,000 of these guides each year. The department hopes to improve compliance
with the law by clearly explaining claimant’s responsibilities at the earliest stage
of a claim.

* Department of Revenue is revising a series of forms and brochures aimed at
explaining the Working Family Child Care Credit. About 30,000 Oregonians get
this information each year.

* The Office of Private Health Partnerships is working on more than a dozen form
letters sent to participants in the Family Health Insurance Assistance Program.
The letters cover both requests for information as well as explanation of benefits.

* Department of Environmental Quality is reviewing informational pieces and form
letters for the leaking underground storage tank program.

* The Department of Administrative Services is updating its most accessed public
Web pages to meet the plain language standard.

* The Department of Consumer and Business Services is reviewing letters sent to
employers that collect payment for Workers’ Benefit Fund assessments. The aim
is to improve compliance with the requests and reduce phone calls with questions.



Some plain language pilot projects are complete. Appendix B shows examples of new or
recently revised plain language documents, including:

» Before and after example of a collections letter (Department of Consumer and
Business Services)

» An excerpt from a new brochure about occupational safety in nail salons (From
Oregon Occupational Safety and Health Administration (OSHA)

» Before and after examples of recent changes to public-focused Web pages
(Department of Administrative Services)

» Before and after examples of job recruitment descriptions (Department of
Consumer and Business Services)

» Before and after examples of a brochure on Automated Clearing House electronic
payments (Department of Administrative Services)

Targeted training plan and pilot training program

The Department of Administrative Services’ Statewide Training Program has developed a
training plan and pilot training program for state employees. The plan is in three phases.
First, develop and provide pilot training sessions. Second, evaluate training, refine as
needed, and provide training opportunities for all state employees. Finally, the department
will develop a long-term plan to expand training offerings for state employees, including
evaluation of vendor opportunities.

Department of Administrative Services developed a half-day class on plain language
writing. The training’s foundation is the plain language standard. The course intends to

help state employees focus on clear, concise, and reader friendly writing. Pilot project
agencies and plain language contacts are in training sessions starting in late January through
March 2008. As of mid-January 2008, 285 employees registered for the training and the
department expects to sign up 70 more employees before the pilot phase is complete.

Discussion of Measurable Results

The implementation plan is in the pilot phase. Several pilot projects underway intend
to capture measurable results. For example, the Department of Consumer and Business
Services is working on collections letters that generate many customer phone inquires
and also do not have a good response rate. After the department starts using the revised
letter, it will track collections and phone calls to determine impact of the plain language
improvements.

As the results of the pilot projects are completed, the second phase of the plan includes
analysis of the successes, challenges, and recommendations for future action. This analysis
will produce an updated plan in mid-2008. The information will also be included in the
January 2009 report to the Legislature.



Appendix A - One page plain language style guide

Use "Plain Language” to improve your writing

When material is in plain language, the audience finds what it needs, understands
what it finds, and uses what it finds to meet its needs. Some of these points are
elements of the House Bill 2702 Plain Language Standard.

© Think about your audience first.

Is it a document for the public? Does it provide
technical information to a licensee? Even if it is
technical, make it clear. Tell yourself: I want to
write clearly and effectively to my audience.

9 Focus the message around facts
(who, what, where, when, why, how).

Clearly state your purpose. Are you asking, telling, or
acknowledging? Is there a deadline or timeframe?

9 Include only relevant information.

We often try to provide all the detail possible instead
of just the information needed. Put the most important
information at the beginning of the document, then
follow up with the details later.

@ Fit the writing style to the message.

A policy statement (formal) is different from a thank-
you letter (semi-formal), which is different from a
newsletter story.

© use short, simple sentences.

Keep most sentences to one thought.

@ Use words your audience understands.

If you must use a technical term, define it. Use
abbreviations, acronyms, and jargon sparingly,

if at all. Use everyday words that have clear meanings.

Instead of ...... Cease, use.......Stop

Procure.......... Get
Terminate.....End
Utilize............. Use

@ use present tense and active voice.

Present tense and active voice are more clear and
direct. Active voice describes who does what to whom.

Example:
Do: “All businesses must complete form B.”

Don’t: “Form B must be completed by all
businesses.”

O Let technology help you.

Microsoft Word® and other word processing programs
have grammar tools that can help highlight passive
voice, long sentences, and other common writing
challenges. Online tools can also evaluate clarity

and readability.

© Design visually appealing documents.

Use an easy to read type-face (hint: many
newspapers and books use Times or Arial fonts).
Use a layout that spaces out paragraphs and sections
of the document from each other. Bold headings

or bullets can make documents more readable and
highlight important points.

@ Test your message.

Try out your rewritten document on someone who does
not know anything about the subject. Or, try reading
it aloud.

Go to plainlanguage.oregon.gov
for more resources.

Clear ¢ Relevant ¢ Brief ¢ Active

— 8 —



Appendix B - Plain Language Examples: Department of Consumer and Business Services
Worker Benefit Fund collection letter

Before

9
F Department of Consumer and Business Services

) regO n Fiscal and Business Services
WC Assessments Section

Theodore R. Kulongoski, Governor 350 Winter Street NE
December 13, 2007 DEMAND FOR PAYMENT Salem, OR 97301-3878
http://www.cbs.state.or.us
FAX 503-378-3134

ATTENTION: PAYROLL
XXXXXXXXXKXXXKXXXXXXXXX

XXXXXHXXXXXXXXXXXXKX RE: BIN XXXXXXX
PORTLAND, OR AMOUNT DUE: $24.96

We have no record of receiving payment in full for our Statement of Account dated 11/05/2007. If you believe that
our records are in error, please contact me at the number below. Otherwise, DEMAND IS HEREBY MADE FOR
PAYMENT IN FULL WITHIN 30 DAYS. Interest accrues on past due balances at 9.0% per annum (ORS 82.010).

If you are unable to pay in full, please contact us for payment plan information. Be advised that failure to make
payment arrangements or pay the requested amount by the due date will result in DCBS exercising all
appropriate legal remedies to collect this debt. This may include initiating legal proceedings that result in
the issuance of warrants and notices of garnishments, the right of offset, or assignment of this account
to a collection agency.

In the event your account is assigned for collection, you will be responsible for the collection agency's
fee. This fee is 17% of the total dollars collected for in-state collections and 18% of total dollars collected
for out-of-state collections.

NOTE: This notice addresses only balances owing and credits on your WBF assessment account. Additional
notices may have been sent from this or other agencies regarding other payroll tax programs or account issues.

Please remit payment with the coupon below within 30 days of the date of this notice. A return envelope is
provided for your convenience. Again, if payment has already been made, or if you need additional detail, please
contact me at the number below.

Amber Gonzalez, Assessment Coordinator
503-947-7939 VA2375/VA8075

To ensure proper credit, detach and mail with your payment.

Name:  XXXXXXXXXXKXXKXXXXXKXXKXX Contact Name:
BIN:  XOOOKXXXX
Due: $24.96 Phone:

Check appropriate box below:
|:| Payment already made

Mail to: D Payment enclosed $

DEPT CONSUMER AND BUSINESS SVCS (MAKE CHECK PAYABLE TO DCBS.)

FISCAL SERVICES SECTION VISA MC Discover

PO BOX 14610 |:I |:I |:I

SALEM OR 97309-0445 /

Card Number Exp. Date
$
VA2375/VA8075 1Q2006 Do not write below this line Cardholder Signature Amount

AKG /12132007 / 01172008 ASDM FISCAL USE ONLY 38042/0390

300022591390701060000000XXXXX



— &\
N . .
o \' Department of Consumer and Business Services
regO n Fiscal and Business Services
WC Assessments Section
Theodore R. Kulongoski, Governor 350 Winter Street NE
January 3, 2008 Workers’ Benefit Fund Assessment Salem, OR 97301-3878

http://www.cbs.state.or.us
Demand for Payment FAX 503.047.2333

ATTENTION: PAYROLL

XOOKXXHXXXHXKXKXXXEXXXXKXXXK ]
XOOKXXXXKXXXXXX RE: BIN XXXXXXX
MEDFORD, OR AMOUNT DUE: $50.97

Your Workers’ Benefit Fund (WBF) assessment payment remains past due. Our records show you did not pay in
full the bill we sent you on 11/26/2007. Please see reverse for a detailed account summary.

If you believe the amount due is incorrect, please contact me at the number below. Otherwise, you must pay in
full within 30 days. Please send your payment with the coupon below. We have provided a return envelope.

If you do not pay in full or make satisfactory arrangements to pay, we will take steps to collect this debt. That may
include the following:

. Issuing a warrant that, if recorded in the County Clerk Lien Record, may become a lien on
property you own or acquire.

. Garnishing wages, property, or money held by others or owed to you.

. Submitting your account to the Department of Revenue to offset your state tax refund.

. Sending the account to a collection agency or the Department of Revenue for collection.

If we send your account to a collection agency, you will have to pay the agency’s fee. You also will be charged
interest at 9 percent per year.

If you have any questions, please contact me.

Margaret Whitehouse, Assessment Coordinator
503-947-7971 VA2375/VA8075

NOTE: This notice is only for balances you owe on your WBF assessment account. You may receive additional
notices from this department or other agencies regarding other payroll tax programs or account issues.

To ensure proper credit, detach and mail with your payment.

Name: XXXXXXXXXXKXXHKXXKXXKXKX Contact Name:
BIN:  XXXXXXXX
Due:  $50.97 Phone:

Check appropriate box below:
|:| Payment already made

Mail to: D Payment enclosed $
DEPT CONSUMER AND BUSINESS SVCS (MAKE CHECK PAYABLE TO DCBS.)
FISCAL SERVICES SECTION VISA MC Discover
PO BOX 14610 - - -
SALEM OR 97309-0445 /
Card Number Exp. Date
$
Cardholder Signature Amount

VA2375/VA8075 3Q2005 Do not write below this line

MPW /01032008 / 02072008 ASDM FISCAL USE ONLY 38042/0390

300024894350101060000000XXXXX



New publication excerpt from brochure for Nail Technician Safety

Plain Language Examples: Oregon OSHA:
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Plain Language Examples: Department of Administrative Services
Excerpt from Web page updates

Before

Contract Services supervises the preparation of all contracts, agreements and procurements
for DAS and the Governor’s Office. It oversees the establishment and adherence to uniform
rules and policies relating to requests for proposals, contractor selection, personal and
professional service contracts, trade service contracts, as well as governmental, interagency
and lease purchase agreements.

After

The Contract Services unit supervises purchasing and contracts for the Department of
Administrative Services, the Governor’s Office, and client agencies. They oversee the
entire process to ensure everyone involved follows the rules and understands their role and
expectations. The unit creates contracts and sets up rules and policies for the following:

» Requests for proposals

» Selecting contractors

» Personal and professional service contracts
» Trade service contracts

* Government and interagency agreements

» Lease agreements

Before

Oregon’s Electronic Government (E-government) Program established a core e-government
infrastructure. The program is now developing and delivering e-commerce capabilities,
Web-based applications and Web site content management. These tools will increase

the usability, performance and functionality of the state’s Web presence, and applying

these tools to agency business processes will greatly improve the ease and efficiency of
transacting business with the state of Oregon. Concurrently, the program is embarking on a
strategic planning effort and pursuing a change in governance.

After

Oregon’s Electronic Government (E-gov) Program helps state agencies move information,
forms, and payment processes to the Internet. Citizens and businesses can then get

the government services and information they need, when they need them. E-gov has
established a reliable infrastructure for Internet services, and is now developing and
delivering a variety of fee payment and other Web-based systems that support the needs

of state agencies and their citizen customers. Internet tools make it easier for citizens and
agencies to use the Internet to interact with each other, and allow business activities to occur
after regular business hours.



Before

Oregon Progress Board

Department

Search
About Us
Contact Us

Benchmarks
Benchmarks in Action
Benchmark Reports
Board Meetings
Board Results
Government Results
Internships

Links and Resources
Oregon Shines
Reports and Studies
Slide Shows
Sustainability

After

Oregon Shines, Oregon's Strategic Vision

CQregon Shines 111
Oregon Shines 11 (1997)

Cregon Shines (1989)

‘E

Oregon Shines III

An informal RFP was posted on December 13th seeking professional assistance in the design and
development of an Oregon Shines 1II business plan. The solicitation is posted on the state
procurement website (orpin), opportunity #107-1081-07. Reagistration is required,

Oreqon Shines 111 Concept {doc)
Oreqon Shines III Case Statement (pdf)
Oregon Shir

It has been nearly a decade since Oregon Shines II, Much has changed since then including 9/11,
another recession followed by recovery, immigration, technological advances and global warming.
With the Governor's support, the Progress Board will launch Oregon Shines IIT update in this year,
with an anticipated release in 2009 (to coincide with Oregon's sesquicentennial celebration). The focus
of Oregon Shines IIT will be on re-affirming Oregon's values, beliefs and strateqic directions, involving
legislators in selecting Oregon Benchrnarks and setting benchmark targets and, most importantly,
on building a results-based "infrastructure for action" and "communities of practice" all across the
state of Oregon, In order to succeed with the Oregon Shines update, the process must engage
hundreds of Oregonians from around the state in deliberations about the state's quality of life, present
and future.

Oregon Progress Board

Department

Search
About Us
Contact Us

Benchmarks
Benchmarks in Action
Benchmark Reports
Board Meetings
Board Results
Government Results
Internships

Links and Resources
Oregon Shines

Reports and Studies

QOregon Shines, Oregon's Strategic Plan

What is Oregon Shines?
Oregon Shines 111
Oregon Shines II (1997)
Oregon Shines (1989}

What is Oregon Shines?

Sormemggic Pian
Oregon Shines is the strateqic plan for the future of Oregon and L Crowon S
all Oregonians. Mandated by the Governor in 1989 to help turn . 1
around a struggling economy, the plan set three goals and F—
recornmended strategies to achieve these goals. The plan also ‘ Oregon Benchmpcks 3o Socimial Wrasirne |
created the Oregon Benchmarks to measure progress. e s % B 4
s (‘l?:;::-;lt)lm \\Yu:l‘h?; ;-\..-l

The Governor and the Legislature created the Cregon Progress
Board to focus the efforts of the state partners on the way their
work aligns with the plan.

Shared Sicategies |
Cimegon Fartmers.
How does Ovegon
Dest Change course?

The Progress Board and partners across the state completed the
first update of the plan, Oregon Shines 11, in 1997, This update
revised the goals and pared down the number of Oregon Benchmarks.




Plain Language Examples: Department of Consumer and Business Services
Job recruitment descriptions

Before

Department of Consumer and Business Services

: r e g O n Human Resources Services ® Director’s Office
350 Winter Street NE, Room 150

Theodore R. Kulongoski, Governor PO Box 14480, Salem, Oregon 97309-0405
(503) 378-3200

Fax: (503) 378-5969

www.dcbs.oregon.gov

INFORMATION SYSTEMS SPECIALIST 6
(Systems Analyst)
$3,793 - $5,483 Monthly
POST CODE: D720
ANNOUNCEMENT NUMBER: LECB6215
CLASSIFICATION NUMBER: C1486*
OPEN: November 16, 2006
CLOSE: December 1, 2006
LOCATION: Salem

GENERAL INFORMATION

. These positions are with the Information Management Division, Information and Technology Services
Section, of the Department of Consumer and Business Services (DCBS), and are located in Salem.
This recruitment will be used to establish a list of qualified people to fill two current vacancies, one
limited duration and one permanent.

. The limited duration position is funded through June 30, 2007. The limited duration position may also
be included in the Division’s 2007 — 2009 Budget request and if approved by the legislature, may be
extended or become permanent.

. NOTE: If you are a HIRE System candidate and you are interested in being considered for this
position, you must complete the application process described in this recruitment announcement.

. The classified employees of the Department of Consumer and Business Services are represented by
the Service Employees International Union (SEIU), Oregon Public Employees Union (OPEU) and the
American Federation of State, County and Municipal Employees (AFSCME). The position being
recruited for in this job announcement is represented by SEIU, OPEU. Union members pay union
dues; non-union members pay "fair share."

TO QUALIFY

Your PD100 application form and detailed resume will be reviewed to verify that you meet the qualifications
stated in this section. (Be specific in describing your experience.) To be considered for this position, your
application materials must clearly show that you have:

. Four years of professional, consultative, technical, or administrative experience designing,
constructing or analyzing information systems. Experience must include activities in development,
coordination, implementation, and support of information systems. Experience must include Cold
Fusion application development and support experience; and either:

. (a) at least 30 quarter (20 semester) credits in computer science; or (b) two more years of experience
providing a knowledge of information systems theory and principles.

15 quarter (10 semester) graduate-level computer science, software engineering, information systems, or
equivalent credits may substitute for one year of the professional experience.

Note: If you are using a degree or coursework to qualify you must submit a photocopy of all related
transcripts along with your application materials in order to receive credit for the degree and/or
coursework. Transcripts must include your name; coursework completed; and indicate that a degree
was granted.



Before, continued

Please carefully read the HOW TO APPLY portion of this announcement for application instructions.

On your application form (PD100), be specific in addressing your experience and/or training to areas listed in
the minimum qualifications. If the qualifying experience shown on the job announcement is not the main, but
only part of the duty(ies) you performed in a job you are listing, you must include the percentage of time
actually spent on the qualifying experience (four hours of a 40 hour week performing bookkeeping

duties = 10%; or, five hours of a 20 hour week =25%). Credit for work that is less than full time is pro-rated
based on a 40-hour week.

IF YOU QUALIFY

There is no test for this job. If you meet the "To Qualify" requirements on this announcement, your name will
be placed on the list as qualified. List the announcement number shown on this job announcement on your
application materials.

Only those applicants whose background most closely matches the needs and the requirements of
this position will be contacted for an interview.

DUTIES AND RESPONSIBILITIES

The purpose of these positions is to provide technical assistance to local building jurisdictions (cities and
counties), both onsite and remotely, to enable them to participate with the DCBS/BCD e-permitting portal
project with minimal jurisdiction effort. Perform business and technical analysis and design to develop
applications for business functions. These positions manage medium projects, analyze business and
technical requirements, write program specifications, create relational databases, create requirements
documentation, code, test, make and monitor assignments. These positions will work under the direction of a
lead analyst or project manager. Major duties:

. Receives direction from lead analyst or project manager on the following duties. Understands
business area terms; and user and stakeholder roles and responsibilities. Develops relationships with
stakeholders and users. Travels to jurisdiction location at project kickoff and as needed.

Understands the purpose and goals of the E-Permits system. Understands the relationship of the E-
Permits project with the Statewide Permitting project and can discuss with stakeholders and users.
Understands how the system functions and future plans for the system and can explain. Understands
address issues, accounting issues, and other key project issues and can explain. Understands the
steps necessary for a jurisdiction to join the project. Communicates problems, suggestions, and
comments of users and stakeholders to lead analyst and project manager. Explains process to join.
Follows up on any questions/issues with lead analyst or project manager. Records jurisdiction contact
information. Assists with jurisdiction application for ecommerce account. Extracts address data from
jurisdiction system(s). Formats address data into required format and submits to lead analyst.
Assists users in setting up FTP account and determining external IP address. Records jurisdiction
permit fee information. Assists jurisdiction in determining transaction email and end of day email
addresses. Trains users on permitting and accounting processes. Assists users with identifying
payment and delivery policies differences from the default policies. Assists jurisdiction with testing.
Emphasizes users responsibility to communicate changes to DCBS/BCD, including: contact
information, web addresses, email addresses, address data, and fee schedules.

4 Documents users’ business processes and database access requirements for medium systems or
projects. Plans, develops and coordinates the creation of new systems and subsystems and
modifications to existing systems and subsystems to support business area functions. Systems
operate in a relational data base environment using corporate data repositories with potential access
from remote sites. Follows up on project assignments, bringing appropriate issues to the manager or
lead analyst to ensure project is completed on schedule. Assigns work to development staff.
Reviews, critiques and approves developer work for conformance with established guidelines and
standards. Gathers and documents business data requirements. Uses analysis and design tools
such as Smartdraw or Visio to create the conceptual data model to maximize sharing and reuse of
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information. Develops plan for the creation of any required data interfaces. Documents all business
rules and edits in a concise manner. Writes user document that includes business processes, needs,
data requirements, business rules, edits, special processing, batch reporting, and online form flow.
Consults with Project Coordinators, LAN Administrators and Data Base Administrator to inform and
share information. Designs physical data model in dictionary including identifying files and fields,
relationships and keys. Determines if edits and business rules should be placed in dictionary or in
program. Designs and writes specs for batch and update reporting. Creates online forms or screens.
Codes and unit tests programs when programmers not available. Develops and thoroughly tests all
applications, programs, procedures for assigned business area. Tests application for functionality.

Coordinates functionality and usability test with users. Coordinates “train the user’s” trainer.

WORKING CONDITIONS

4 Requires limited physical exertion which is mainly office desk work.

. Requires travel to various regions within Oregon.

. This position may be required to work off-hours should serious problems occur to meet official system
deadlines.

. Works extensively with computer.

4 May work flexible schedule but must be available to meet assigned user needs during core hours.

You must have a valid driver's license and a satisfactory driving record. Note: Prior to an offer of
employment, the Department of Consumer and Business Services will conduct a driving record check.

MARKETING AND OUTREACH TRACKING/EVALUATION

DCBS is tracking and evaluating its marketing and outreach efforts. Where did you hear about this position
(you can mark more than one), and please be specific. Please include this section with your completed
application materials.

[] State Jobs Page ] Newspaper Ad — list newspaper:
] Monster.com [] Other Web site — list address:
] Employment Department Referral or from iMatch System

] Referral from individual — list name(s):
] Heard at community/professional organization meeting — list organization:

HOW TO APPLY
SUBMIT THE FOLLOWING:

4 a COMPLETED State of Oregon application (form PD100),

. a current resume that describes your experience and training as it relates to this position,

. the completed Supplemental Applicant Questions (attached to the end of this announcement),
. the completed Marketing and Outreach Tracking/Evaluation section, and

. photocopies of college transcripts, if you are using a degree or coursework to qualify.

Only those applicants whose background most closely matches the needs and the requirements of
this position will be contacted for an interview.

If you do not submit ALL of the requested application materials, your application packet will be considered
incomplete and will not be considered further.
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PLEASE NOTE: The State of Oregon does not have procedures or policies in place for VISA sponsorships.
Within three-days of hire, applicants will be required to complete the US Department of Justice's 1-9 form
confirming authorization to work in the United States.

Copies of applications, supplements, and job announcements may be obtained from:

a. the State's Jobs Page at www.oregonjobs.org

b. the Department of Consumer and Business Services (DCBS) Human Resources Services, DCBS
web site at www.dcbs.oregon.gov or by calling the DCBS Jobline at (503) 378-8980;

c. local Oregon Employment Department field offices, or

d. most state agency personnel offices.

Information about the Department of Consumer and Business Services may be obtained by visiting the DCBS
Web Page at: www.dcbs.oregon.gov

If you have a disability and need assistance with the application process, you may call voice/TTY
(503) 378-3200.

Send application materials to: Department of Consumer and Business Services,
Human Resources Services, PO Box 14480, Salem, OR 97309-0405

or Fax to: 503-378-5969 or E-mail to: DCBS.Recruiting@state.or.us.

or Hand deliver to: our street address at 350 Winter Street NE, Room 150, Salem, Oregon 97301.

Application materials must be received by 5:00 p.m. on the close date.

We are unable to acknowledge or verify receipt of applications due to the large volume.

AFTER your application materials have been reviewed, you will be sent a notice by mail advising: a) if your
application was accepted, or b) if your application was not accepted. If you have questions about the results,
you may request a review. Review requests must be submitted in writing and must be received within 10
days from the date listed in box 1 on the Application and Examination Notice. Additional information cannot
be submitted with your review request. However, if your application was not accepted and if the recruitment
is still open, you may submit a new application as long as it is received in our office by the close date.

SUBMIT only the required materials. Reference letters or work examples should be kept for interviews.
KEEP a copy of your application for job interviews. COPIES ARE NOT PROVIDED.
The pay on all announcements may change without notice.

This announcement is not an implied contract and may be modified or rescinded without notice.

DCBS is an Equal Opportunity, Affirmative Action Employer
Committed to Workforce Diversity




DEPARTMENT OF

SHERER

Our mission...

Systems Analyst

To protect and serve Oregon's consumers and workers while supporting a positive business climate in the

state.

Job Information

Job Description

Job Class:
C1486 Information Systems Specialist 6

Announcement Number:
LECB7170

Salary:
$46,884 - $67,764 Annually

Location:

Salem

Opens: October 24, 2007

Closes: Open Until Further Notice

Obtain additional information about this
position and agency at
www.dcbs.oregon.gov,

or by e-mailing
DCBS.Recruiting@state.or.us,

or by calling 503-378-3200.

Send application materials to:
Department of Consumer and Business
Services

Human Resources Services

PO Box 14480

Salem, OR 97309-0405

e orfax to 503-378-5969

e or e-mail to
DCBS.Recruiting@state.or.us.

For hand delivery, bring to our street
address at: 350 Winter Street NE;
Room 150, Salem, OR 97301.

The Department of Consumer and Business Services (DCBS) is a
progressive regulatory state agency located in Salem, Oregon. The
Information Management Division (IMD) provides central IT support for
the entire department (1,100 staff). We are looking for bright, hard-
working people, dedicated to excellent customer service, who want
their work to benefit the public. IMD’s mission is to provide high-
quality and affordable information analysis, information technology
services, and information management leadership to effectively
support the department’s programs and stakeholders.

IMD is seeking a dynamic, customer oriented, and technically
competent Systems Analyst to work as a member of the e-Permit
project team. This team will continue to expand the current building
permits pilot project web site (buildingpermits.oregon.gov). At the
same time, it will also design, develop, procure, implement and
support software applications that will be used by 130 construction
permitting offices throughout the state to provide on-line business
functionality for Oregon construction contractors and home owners.

This position represents an exciting opportunity to join the project at an
early stage and participate in establishing a new business dynamic for
the Oregon construction industry. Extensive interaction with permitting
jurisdictions throughout the state of Oregon will be a key component to
the success of the project.

IMD places a high value on its staff and management team and
strongly believes that staff development (through mentoring, training,
and challenging new assignments) is critical to our ongoing success in
meeting business needs. If you are seeking a progressive,
challenging, fun, team-based, customer-focused IT environment in a
family-friendly city close to the mountains and to the beach, this could
be the job for you.

INTERESTED? Here’s What You Need:

The successful candidate will have a minimum of four years of
professional, consultative, technical, or administrative experience
providing expert advice and leadership in planning, development,
coordination, and implementation of data systems; and (a) at least
30 quarter (20 semester) credits in computer science; or (b) two more
years of experience providing a knowledge of information

systems theory and principles.

Note that 15 quarter (10 semester) graduate-level computer science,
software engineering, information systems, or equivalent credits may
substitute for one year of the professional experience.

Preference will be given to candidates with Coldfusion programming
experience and Oracle database experience.
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The State of Oregon does not have
procedures or policies in place for VISA
sponsorships. Within three-days of hire,
you will be required to complete the US
Department of Homeland Security’s 1-9
form confirming authorization to work in
the United States.

*

*

DESIRED ATTRIBUTES

The ability to contribute high energy and productivity to a fast-
paced dynamic project.

Excellent customer relation skills.
Excellent team-oriented interpersonal skills.

A desire to learn, grow, and help build a better business
environment for Oregon citizens.

HOW TO APPLY

Submit the completed “Applicant Information Form” (attached to
this announcement), photocopies of transcripts, if you are using
education to qualify, and your resume (not a PD100) indicating
positions you have held, organizations for which you have
worked, complete dates of your employment, and a detailed
description of your duties and level of responsibility.

Submit a cover letter, not more than two (2) pages, describing
how your professional experience and education qualifies you for
and why you are interested in this position.

Only Applicants whose background most closely matches the
needs and requirements will be contacted for an interview.

DCBS is an Equal Opportunity, Affirmative Action Employer
Committed to Workforce Diversity




ive Services

istrat

Department of Adm

Plain Language Examples

Brochure on Automated Clearing House electronic payments

Before

S1ININAVd
JINO™LO3 13

dSNOH ONIYV3T1O
d3lviNolLnv

(SN49)

S30ING3S INIJNTFOVNVYIN
IVIONVNIH 3AIM3LVLS

(aos)
NOISIAIQ S.HITIOYLNOD ILVLS

S3ADIAYAS JAILVHLSININGY
40 LINJN1AVd3d

NOO3¥0 40 31V1S

'bes 12 0L0L'V¥. SHO pue
01z Wed ¥40 LE AQ pazioyine aie sa0IAIS HOV

=D

"pneyj pue ssof jo Ajjigissod ayy Buonpay A
syoayo Buljew pue Bupuud

UM pajeloosse s)sood Joalipul Buisealoaq
SuOIjel|1ouU093l JUNodoe

pue suoljesado |ejoueuy Bululjweans 4
dn-mojjo4 JuswAed jenuew

Buionpas Aq s3s00 Buijesado Buonpay

BPN[OUI A[EDIUOI09[8

SJUSWAEd INOA DUDJEW JO SIjauaq ayL

'ssao04d HOVY paquosaud
ay} Buimojjoy Aq sjuswAed HOY 0} sjueilem
wou; pled Apuenbaly aise jeyy sesked jo
sjuswAed JuaAuod Aew noA ‘Aousbe ajeis e sy

salouaby ajels

pneyy jo Ajjigissod ayy Bupnpay A
Spasau sJowoisnd JnoA Bunesiy 4

Buissaooid pue Bulpuey 3o9yd yum
pajeioosse suoljelado |enuew Buonpay

SpPNOUl A|[EDIUOI09[0
SJUSWABd 853y] DUIAIS08] JO SJjouaq ayL

slawoisno Jiay) 0} papiroid
a( ||IM UONBWIOUI B8} UBUYM puE MOH ¢

S}OMIBU HOVY 8yl Jo led e ate eyl | &
:aulWId)ep p|NOYS suoln}ijsul [eloueul4

*SJ9WO}SND JIdY}
0} Buoje passed s|I uoljeWIOUI BOUBHIWSI
ainsua 0} om plnoys Asy} ‘Ajjeuonippy
‘'sjewlo} HOVY uleuad ybnodyy sjuswAed
9A19981 OYM SIBaWolIsno Jiay} 0} ‘}senbau uodn
‘a|qe|leAe uoljewlojul pajejal-juswAed ayew
}shw suolnyisul [eloueuly ‘sajnt YHOVN 49d

suoln}iIsuj [eioueul 4

laded jo uondwnsuod ay) bupnpay 4

suonelado
juswulanob Jo 109 ay) bupnpay

Aouabe ajers
U0 Uey} aJow wody sjuswAed aaleoal
0} wJoy uoiezioyine auo Ajuo Bunsjdwo)y 4
pnely jo Ayjiqissod ay) Buonpay A
s)08yo paoe(dsiw
Jo ‘us|os ‘50| Jo Ayjigissod ayy Buneulwg 4
a|geaoel}
AlIny a.e jeyy syjuswAed Bupnpoid 4
spuny jo Ajjige|ieAe sjelpawwi 8y} Bumolly 4
sAejap Buipuey pue jlew Bupeuiwg A

:apnjoul sjuawAed 21U01}03]d
BuiAleoal Jo sjyauaq ayl

‘usym pue ‘moy ‘s|gejieae
ayew Aay} uoijew.ojul aoueiwal Jeypy ¢

‘os JI pue ‘sjuswAed HOVy Buinieoal
J0 9|gedeo sl uonnysul [eloueUl 8Y Y| ¢

:aulwId)ap 0} suolInysul
|eloueuly 113y} Y3im }4om jsnw saalked

‘pasn aq 0} Junoooe

sbuines 1o Bupjosyo sojbuis e pue uonnujsul
[eloueuly JiBy) jnoge uojeuwlojul yIm SNJS
Alddns pue aoiales a8y} azuoyjne jsnw Asy)
‘siy} op o] ‘ssadoid HOV ayy Buisn Ag Apjoinb
alow Asuow Jiay} aA19081 ued salouabe a)els
yum ssauisng jonpuod Apejnbal oym seshed

soahed

SIIONIODV ILVIS pue
‘SNOILNLILSNI
IVIONVNIA ‘SHOLOVHLINOD
‘SLN3IdID3Y
‘SYITIAVYL ‘SHOANIA
}jouag pue Joay
IIM sjuawihed HOV MOH



Before, continued

0P’ W0} JUBWI|0IUS ™ HOY/SO0P/SIN4S/ADS/SYa/A0b uoBaio roBsy/:dny

B 8YIS qam Ino JISIA 10 /47 X8 0L -EL€ (€08)
je suoesad SIN4S 10BIU0D ‘WL Jusw|oJus Ue jsanbal 0]

2.9y-8.¢ (€05) 18 aAL Aq ¥ 1senbau Aew uopewojul
SIY} Joj Jew.o) dAneuIs)je Ue Buipaau asoy] 10y sanigesiq
UMM SuBdLBWY 8yl yym salidwod uobaiQ Jo sje)s ay L

‘Aem Aue ul Jay}o ay} joaye jou
op auo ul sabuey) ‘wa)sAs |joihed s 18IS
ay} woyy ajesedss Aj@19|dwio si ssaooud sy

Jup.LLmM Ag apPW 29 PN

anp syuswhnd Auv ‘ounyuvaw ay3 uy

‘'SApp buryung auu Sayv3 uoyVILfiian
buynot pup dn 3os [Pyl YL

‘noh

03 papvuw aq pm juawhod ‘uaddoy

pmoys s1y3 JT yuvoq s,Aimsoa.i]

aY3 03 y40mMIdU OV Y3 ybnoy)

pauwumjal auv spunf ay; ‘payijuspl
A1302.100U1 40 P3S0]O S1 JUNOOD UNOA JT *

"'SApp buryung omj S1 oWy
ISUDJY VIO, FUNO0OD UNOoA 03 paysod
S1 1pa4d v APp JUWJ2S Y UOD ¢

‘uoymsur
1p1UDULT ANOA 03 Spunf fo safsun.]
Y} SaIPUIPL00D YIryYm “(00S1I0UDL] UDS
Ul YUDG 2(U2SY D43 dYy3) 403psado
HOV 2Y3 03 SU01oNIIsul asay}
SPADMIOf YUDQ S,9IDIS dYL YUunq S
03 suonponsul Juawhnd puas yoym
‘Aunsal] 23018 Y3 03 SUONONIISUL
yuowhind spuds VINAS “(VINAS)
wWaIsAS JusWabDUD DIOUDUL]
aPIMaIDIS dY3 0JU1 SUOONIISUL
Juawhvod sia3us 201fJO Aouaby

a2y} ‘paaouddp s1 juswhod aoup ¢

IS)IoM 31 MOH

"L¥Z X® $¥01-€ L€ (€0S) Je suonesado
SINAS |12 aseald ‘uoiewloul 810W JO WO}
siy} Jo4 “(LHOV SINAS) wioj uolezuoyiny
jsoda@ 10211 B uinja) pue 9)9|dwod 1snw
sjuswAed HOVY A998l 0} 81IS8p Oym 8soy |

'sn-Jo‘orelsseprojunwd/ /:sdyy

'Sl UOI}BOO| S,8)IS gOM 8] °1S0D |euonippe
OuU Je Yoam e sAep uanes ‘Aep e sinoy
2 9)IS gom SIy) ssadoe Aew saaked ‘eiep
J0 sAep 06 Sp|oy d}s qom SIy| ‘Jaussiu| ay)
UO B)S gom aJndas e uo pajsod S| jueliem
B U}IM Juss Ajjewuou uonewlojul a8yl -aahed
By} 0} JUSS S| 9O130U |leWS Ue ‘Ainseal] a)els
ay) 0} JoplJo uswAed e spusas SIN4S USUM

‘Ajojeledss pajpuey aJe salouabe ojdinw
wol} syjuswAed ‘yonemoH  JuswAed suo
ojul pauiquod ale Aousbe ue Aq sjuswAed
snoaueynwis ‘Buideay piodal ajey|oe; o]

omisu HOY
ay} ybnouyy Jo jueuem Aq juswAed senssi
pue suopoesuel} Buunoooe ay) sisod SNAS
‘Aousbe ue wouy Joplo uswAed e jo 1disoal
uodn -Joynguisip juswAed sy} se suonouny
SINAS ‘panledas  aAey Aay}  s9oIASS
pue spoob a8y} Joj Aed seaipouabe usypp

‘sJouped
ssauisng s)i pue uobaiQ Jo d)elS Jo} asuas
poob ejew Asuow pue awi jo sbuines
8yl "pnelj pue Sso| JO Ysu a8y} aonpal Asyl
'2JN28S pPUB JUBIUBAUOD aJe sjuswAed HOY

"ssauisnq 9je}s uo
Buiaaely ajiym patinoul sasuadxa paroidde oy
pasinquiials Aenbal ale oym saskojdwa ajeis
0] dpew os|e aJie sjuswAhed HOY "S82INIBS
pue spoob jo abuels spm e 1o} sisuped
SSOUISNg J9Y}0 pue ‘sjueyosawl ‘SI0}OBJJUOD
0] sjuswAed HOy ssao0.id 0} yueg Buioinieg
pazuoyine ue sasn ‘(1SQO) Ainseal] ajelS
uobaip 8y ybnoisyy ‘uobaiQ jo 8lBIS BYL

‘02sIouel
ueg ul ‘eduel|ly SjuswAed uid)sepn Byl Aq
pauoddns pue pajeulplood Jayuny ale salels
}SE0D 1SS\ Ul siequisw 8yl "(VHOVN)
uonepossy  asnoH  Buues|n  pajewolny
leuoneN 9y} Aq peoenbes pue paulanob
aJe MIOM}BU SIY} UIYIM suoloesuel) HOV
8yl "Iomidu HOV 8y} jJo Jaquiaw paulienb
e s| A1Junoo 8y} Ul UolN}ISUI |eIOUBUL pUB Yueq
Aiana AjlenpiA - "S@lels (G ||B Ul suonnyisul
[eoueuly o} sjuswAed HOY Sonos  4S
JO g44 8yl -uobaiQ ul suonnisul [elouBUl
ay} Jo} asnoybulies|d sy} Se SaAI9S 0IS|ouelH
UES JO yueg oAIasay |elopad a8yl ‘sjuelem
pue s)oayo Buliew pue Bunuud 0} aAneuls)e
1S00-MOJ| ‘g|geljaJ ‘@indss e ale sjuswAied HOV

walsAg Bupjueg aniasay |eiopa
a8y} Jo saoIAleg ashoH Buues|) pajewolny
ay) Jo Aem Aq (1 43) J1ejsuel] spun4 21U0J}09|]
ybnouyy sjuswAed aaieoal 0} g|qibie agq Aew

uobaiQ Jo 9jelS 8y} woly sjuswAed aAledal
Aleinbal jeyy seaked ‘€00z U2JEN SAIBOLBUT

NOILONAO™LNI

JOIAYUES LNJINAVC HOV

(SW4S) S32INY3S
INIFWIDOVNVIN TVIONVNIH 3AIMILYLS

(@2s) NOISIAIQ S.MITIOULNOD ALVIS

NOO3d0 40 31V1S



After (Note: sample is in draft form because final version was not available for the publication of this report)

S3DIAIDS JUBWRbeue)|

[eldueuly sapima)els
UOISIAI(] S,9]|0J1U0D) 91e1S

§301AHIS
JAILLVHLSININGY
40 IN3WLHYd3a

e s o 1
e e T E

¢ ] AP,

umaSoad
Juauidnd
211041 5]

9snoH bulies|) parewoiny

uobaiQ jo a1e1s

‘TL9H-8LE (£0S) 1 ALL 4q 11 359nba. £ur uoypuLofur
S11] 40/ IDULIOf 2AIIDUIDI]D UD PadU OYM 2]d0d ] “12F SaIGDSIT
YIIN SUDILIDULY dY] YIIN mm.:&&cu :o%mxg \,e 2Jp)Ss Y [
§S301AHTS

3AILYHLSININGY
40 INIW1HVd3a

Svd

D0P"WJOJ JUSW||0IUS™ HDVY
/S20P/SIN4S/ADS/SYA/A0buobai0//:dny
YT X PO L-€L€ (€0S)
suonesado SW4S

e

“9UI|UO SN 1ISIA JO ‘WIO0) JUSWI|0IUS Uk 3sanbal
01 suofiesadQ SIS 12.1U0D) jSs1uawiled
21U04329]3 40} dn 395 196 031 Juem noA og

PILIDIS SUIIIL)

‘syusWAed d1U0IIIID HDV A1
01 39|q1612 9 Aew NoA JuswuIaA0b d3e)s
uoba1Q wouy syuswAed anida1 Alueinbai NOA §|

amaqisyg

uondwnsuod joded 2dnpay o
1502 uonesado JUSWUIAN0D 2dNpayY 4

salpuabe a1e1s
9|diynwi Joj wioy uonezuoyine 3|buUIS o

pneuy jo Aujiqissod 8onpay o

$)29yd pade|dsiw Jo UD|01s 1S0| dleUlWl|T
syjuswAed s|qeadel] o

spuny jo AujigejieAe s1eIpawW| o

sAejap Buijpuey pue jlew sleuiwl|l

spuauidnd 2110439912
Jo sufouoq oy

ST




After, continued

"JuelIBM B S3NSS|
91815 9y} QusawiAed e pamo s| aaked e Ji
‘Swauesw syl uj 'sAep bupjueq sulu sayey
uonedyusA bunnos pue dn 13s [erul ay

‘JuswAed ay3 sjlew a3els

ay3 ‘suaddey siys §| Sjueq s3e1s 3y 0}
HOV YbBnoiy3 uinias spuny ayy ‘payiuspl
A3931100U] 4O P3SO|D S| JUNODJER UR |

‘skep bupjueq omy
SI 9WI) JISUeJ] [e10] "JUNODJE SY) 0} 1PaID
e s350d yueq ay3 ‘Aep Juswa|19s 9yl UQ

snuorajels'seprojunwd//isdny

:Je sAep 06 404 BUI|UO 3|qISSIIIL S|
UOI3eWIOUI J9PIO JUBWAR] ‘AInseal] 21e1s
9Y1 01 1U3S UIDQ sey JapJo wuawAed ayy
1B UOIIBDYII0U [[BWIS SDAIDd3I 93ked ay |

"uonNysul jeueUY
91edoidde ay3 01 spuny Jo Jjsuesy

9y S91eUIPI00D YdIym Jojesado HOY ay3
01 SUOIIDNJISU| 9S9Y3 SpAeMIO) queq aY |
“jueq s,91e1s Y1 01 suoldNJIsul JuswAed
SPUds UaY3 YIN4S "(YIN4S) uonedijddy
Juswiabeue| [eIDUBUI SPIMILELS

9Y3 01Ul SUOdNJISUl JUBWARd SIa1UD JJes
119Y3 ‘99Aojdws Jo Jueydiaw Jo3deIUOD B
01 juawAed e sanoidde Louabe ue usypp

SHAOM J1 MOF]

Apm Aup u1 1210
2y 122Jp j0u Op W2ISAS 210 Ul SISUDY)
‘WaISAS Jjoidnd S JuoUU12408 21018
wo.f agn.vdas Aja1a]duiod s1 ss2004d
spuawdvd 2110439212 LY oY [

‘ssauisnq d3e3s
uo Buijaneny ajiym sasuadxa panoidde
10} JUBWSSINQIRI 9AID3I AJenbal
oym saaK0[dwis a3e3s 1oy syuswihed
HDV sash 0Os|e 91e1s 9y | "S9DIAIDS pue
Spoob Jo abuel SpIm e 10 sisuled ssauisnq
J13Y10 pue ‘Ssjueydisaw ‘s1010.IU0D O)
syuswAed HOy ssed0id 01 yueq pazioyine
ue S9SN JusWUISA0H 931815 UOBIQ

“JI9jSueI) SpUNy
21U011239[3 Yybnoiyl spew aJe syuswked
21U0JII3|D ISAY "SIUBLIBM pUE SYD3Yd
Huijiew pue bunuiid 01 SAIIRUIBY|R 1S0D-MO|
‘S]qel[a4 ‘21n23s e aJe syuswAed d1u011d9D
(HDV) @snoH bunea|d parewoiny

spuawiAnd
I1U0.4J99]2 INOqY



