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What specifically hags
you about writing¢




Writing Is hard—but why?




Writing stresses cognitive
load




Writing Is decisionmaking




Writing Is often exhausting




Writing Is hard so that
reading cadn be easy




My main messages 1o you

PLAN

- Always be mindful of your
audience and purpose

- |dentity your key messages

- Organize those messages in chunks
before writing full sentences and
paragraphns



My main messages 1o you

WRITE

- Write a "quick and dirty” first
draft that you know will
change



My main messages to you

REVISE
Revise to

- prominently display your main
Mmessages,

- solidity your paragraphs, and
- activate your sentences.



Planning




Planning




Planning: Consider your
audience

oF =




Planning: Consider your
audience
» Agency officials
»Legislature
» Press
» Concerned citizens



Planning: Consider your
audience

BUSY



Planning: Consider your
purpose

Inform?@

Persuadee



Planning: Consider your
purpose




Planning: Get

he

InNformation yo

U'll need

» [dentify key objectives

» Obtain informatfion that
answers those objectives

» Obtain elements of a
finding that are necessary



Planning: Clarify your

objectives




Exercise: Begin with an
end In mind

» Did Youth Services implement its new Juvenile
Justice Enterprise Management System, and is all
required and pertinent youth information
maintained and accessible in real time?

» Analyze SOPS’s inventory controls, purchasing
practices, and distribution procedures for
pharmaceuticals to determine their adequacy
and effectiveness

» Determine whether state purchase cards are
used properly



Planning: Formalize
plan

Researchable Question(s)

Criteria and Information
Required and Source(s)

Scope and Methodology
Including Data Reliability

~ Limitations

What question(s) is the team trying
to answer?

Identify key researchable questions.
Ensure each question is specific,
objective, neutral, measurable, and
doable. Ensure key terms are defined.

Each major evaluation question should
be addressed in a separate row on
this table.

Upon completing the Risk
Assessment Tool for Nonfinancial
Engagements: Design Attachment
(Form 418C), cite the applicable
codes for internal controls and
other issues that are significant to
the engagement objectives as
instructed, e.g., A1, B1, C1, etc. in
this column. (Optional: Insert DM # or
link)

What information does the team
need to address the question?
Where will they get it?

For performance audit objectives

that will evaluate evidence against
explicit criteria, identify the criteria
or plans to collect documents that

will establish the criteria to be used.

For performance audit objectives
that will not evaluate evidence
against explicit criteria but instead
add assurance related to a program
(implicit criteria), add “Criteria:
A6.03” here.

Identify documents or types of
information that the team must have.

Identify whether photographs, video,
audio, or other media could be
collected to enhance documentation
and communication of information.

Identify plans to address internal
controls and compliance.

Identify plans to follow up on known
significant findings and open
recommendations that team found in
obtaining background information.

Identify sources of the required
information, such as databases,
studies, subject area experts, program
officials, models, etc.

How will the team answer each
question?

Describe strategies for collecting the
required information or data, such as
conducting random sampling, case
studies, DCls, focus groups,
questionnaires; benchmarking to best
practices; using existing data bases;
taking or acquiring photographs, video
or audio recording, etc.

Describe the planned scope of each
strategy, including the timeframe,
locations to visit, and sample sizes.

Describe the analytical techniques to
be used, such as regression analysis,
cost benefit analysis, sensitivity
analysis, modeling, descriptive
analysis, content analysis, case study
summaries, etc.

Describe the steps to be taken to
assess reliability of the data sources.

What are the engagement’s
design's limitations and how will it
affect the product?

Cite any limitations as a result of the
information required or the scope and
methodology, such as:

--Questionable data quality and/or
reliability.

—Inability to access certain types of
data or obtain data covering a
certain time frame.

--Security classification restrictions.

—Inability to generalize or extrapolate
findings to the universe.

Be sure to address how these
limitations will affect the product.

work?

Describe what GAO can likely say.
Draw on preliminary results for
illustrative purposes, if helpful.

Ensure that the proposed answer
addresses the question in column one.

As appropriate, describe potential
video, audio, animation, or other
media that could help communicate
information.




Planning: Keep frack of
what you're learning

EVIDENCE TRACKER

Work in Design Matrix  Analysis (summary of the results of each = Remaining work, questions

Objective
iece of major work

Obj. from Design Major work 1
Matrix/ Paper

Major work 2

Major work 3

What does ALL of
the collected
evidence say about
the objective?

Obj. from Design Major work 1
Matrix/ Paper

Major work 2
Obj. from Design Major Work 1
Major Work 2

e




Planning: Identity finding
elements during the audit

FINDINGS AND COLLECTIVE EVIDENCE ASSESSMENT MATRIX

Elements of a finding

Is evidence
sufficient for
this element
Y/N

Remaining work

Is remaining work
planned or New?
If new, H, M or L LOE?

Objective

Finding 1

Condition:
Cause:
Criteria:

Effect:

Finding 2

Condition:
Cause:
Criteria:

Effect:

Objective

Finding 1

Other Findings not
directly relate to obj

Condition:
Cause:

Condition:




anning: Analyze
formation

cambine
— toform

~include

your




Analyze your

m
:
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Planning

iINnformation



1N

anning: Analyze your

formation

rude

Mo training

sugar

Material

Bad cream

Too many

arourds

Brew time loo
long

Dirty cups




Planning: Identify and
organize your main idedas




Planning—Deciding between
“Nice to Know" and “Need to
Know"™

What you
could say

What you
should say

What you
Must say







Planig
report

ng: Outline your

The park's background history and how it is
connected to current problems, particularly the
dredging of the marsh and creation of the lake.
How the parks department’'s design and
development of the park and suburbanization
created serious water management issues:
1. Pollution: industry, houses

Eutrophication
3. Invasive species
How public use of the park, particularly fishing
practices, is exacerbating water problems.
Conclusions: potential solutions involving the
parks department, local fishermen, and park
nainhhnre




Writing—Don't try to do it
all at o




Write a first draff knowing
It will change




Unlike brain surgery, we don’t need to get it right the first time



Revise for message

» Test your finding elements

What should be happening?

B2

Why has it happened? What is happening? What is the result?

e el

What should be done about it?

gt




Exercise

Concerns raised about

how “Nfrax” manages its
food and beverage
service J Ta




Revise for message

Examine your document, asking yourself whether
your message is

Near the beginning of the document
- Succinctly stated

- Supported by details



Revise for message

» Present your message deductively




Revise for message

GATHERING AND REPORTING INFORMATION

Gathering Information

Inductive Specific Facts
(time sequence)

General Conclusion

General Statement

Reporting Information

Deductive Specific Support
(psychological sequence) :




Revise paragraphs




Revise paragraphs

Remember: One point per
paragraph.




Revise paragraphs

%heck each paragraph to ensure that it
qs:

- A Topic senie RGERNSIREXD|ains the
message of the paragraph

- Unity, meaning that all the sentences
clearly relate to that fopic sentence

- Coherence, meadnifig thdt the
sentences flow one 1o the other




Revise paragraphs

A topic, or point, sentence, explains
the subject of the paragraph and
something dboUIsIRISIEsUD|eCt.

Example

The army (subject) developed plans to
establish a new fraining ground in Kentucky
(something about the subject).



Revise paragraphs

The officials discovered that employees
bought several prohibited items with their
agency purchase cards, such as large-
screen tvs, jewelry, and fine cutlery. For
example, the officials discovered that
employees visited Best Buy stores near
their homes to obtain tvs with their
purchase cards. The employees also
used the cards to buy diamonds and
Wusthof knives over the Internet.



Revise paragraphs

» Strive for unified paragraphs

» A paragraph is unified when all the
sentences are clearly linked to the
topic sentence.



Revise paragraphs

» The closure contract specifies both Kaiser-Hill's
and DOE’s responsibilities. Kaiser-Hill is responsible
for processing, packing, and shipping off-site all of
Rocky Flats’ nuclear materials and radioactive
and hazardous wastes. DOE is responsible for
delivering a variety of services and items to
support the project. For example, the contract
specifies that DOE arrange receiver sites for all the
marterials and wastes that must be shipped off-site
and to obtain the necessary certifications for the
containers in which the materials and wastes must
be packed and shipped.



Revise paragraphs

» Strive for coherent paragraphs

» A paragraph iIs coherent when
sentences flow one 1o another
INn a logical sequence.



Revise paragraphs

» Thunderstorms can be categorized as
or multicell. Basically, a
thunderstorm is the lone thunderstorm

that forms on @ . The
of the day is the only trigger
for the . This type of forms in

an environment with little difference in
the wind speed and direction—or wind
shear—between the surface and cloud
level.



Revise sentences

Examine your document, asking yourself whether your
sentences have

- |dentified “Who Is doing whate”
- Acftive voice

- Action verbs



Revise sentences

Keep sentence core together.

The , which had delayed taking action for
several years because its leadership could not decide
on appropriate steps, —while acknowledging
their preliminary nature— that, in three
months, needed to be completely revised.

A

The that had to be
completely revised just 3 months later.



Revise sentences

Use active verbs, not nouns

» The of the organizational structure
info component pieces by the agency had the
of a of efficiency.
A
» The agency efficiency after it

the organizational structure into its
components.



Revise sentences

Avoid passive voice

[1)
oved By ma

i'm lovin it



Exercise
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Get feedback




Revise from feedback

Higher Order Concerns (HOCs)
» Message

» Evidence

» Organization

Lower Order Concerns (LOC:s)
» Paragraphs

> SehiERE=E

» Puncfuation



O
O

1cs of the pages
ter, 100

Mitigation Strategies

Lighting

Adequate lighting can go a long way toward making the parking lot a
safer place. It serves as a natural deterrent to criminals, and increases t
effectiveness of both officers and CCTV by improving visibility.

Maintenance

A lack of maintenance in a parking lot or garage can give the impressio
that it is not secure. Trash and graffiti should be removed. Landscaping
should be trimmed so that it cannot be used as a hiding place.




Checkilist

Have | considered my audience?

Have | considered my purpose?
Have | identified my main message(s) and the supporting detailse

Have | clearly communicated my main message, placed it as close to the beginning
of the document as possible, and supported that message with adequate detail?

Have | written paragraphs that are infroduced with a topic sentence, generally cover
only one topic, contain sentences that link back to the topic sentence, and flow?

Have | written short sentences that clearly communicate “who is doing what,” use
active voice, and include action verbs as much as possible?

Have | broken up the text with white space, bullets, graphics, efc. (if necessary)?




Additional considerations:
writing about numbers

Use tables, graphics, or even bullets to show
numbers.

Original:

» Based on our sample, we estimate that about
24,000 addresses could be confirmed as ineligible.
About 300 of these were CMRASs, 2900 were
vacant and 19,000 were invalid addresses.
Additionally, about 40,000 address could be
determined to be eligible. Finally, we estimated
that eligibility could not be determined for about
42,000 addresses.



Additional considerations:
writing about numbers

Use tables, graphics, or even bullets to show
numbers.

Revision:

Based on our sample, we estimate that:

About 24,000 addresses could be confirmed as
ineligible. Nearly 300 of these were CMRAs. 2,900
were vacant and 192,000 were invalid addresses.

About 40,000 addresses could be determined to be
eligible.

About 42,000 addresses could not be determined
eligible or ineligible.



Additional considerations:
writing about numbers

When writing about numbers in paragraphs, highlight
the main point about those numbers in the topic
sentence without using any numbers in that
sentence, if possible.

Original:

The beneficiary received prescriptions for a total of
3,655 pills (a 1,679-day supply) from 58 different
prescribers in 2008. The beneficiary received a
prescription for at least 1 of the 14 selected drugs
from at least 66 different prescribers.



Additional considerations:
writing about numbers

When writing about numbers in paragraphs, highlight
the main point about those numbers in the topic
sentence without using any numbers in that
sentence, if possible.

Revision:

The beneficiary received a multi-year supply of drugs
from multiple prescriptions dispensed at multiple
pharmacies. Specifically...



Additional considerations:
writing about numbers

Minimize the frequency of numbers included in any
given sentence.

@gle]]gle]

367,000 applied and the agency found that 222,000
were eligible for the new cash benefit, of whom all
enrolled in the program, receiving an average of
$132 a month over 3 years.

Revision:

Out of 367,000 applicants, the agency identified

222,000 as eligible to receive the new cash benefit.
These applicants are enrolled in the program. They
received an average of $132 a month over 3 years.



Additional considerations:
writing about numbers

» Explain a number’s size relative to a broader
population, if appropriate.

Original:

» We found 10,000 beneficiaries who improperly
received the cash award.

Revision:

» Of the 75,000 beneficiaries receiving cash awards,
10,000 (or about 13 percent) improperly received
them.



Additional considerations:
writing about numbers

Explain whether the highlighted number is
generalizable to a broader population.

Generalizable:

» The generalizable stratified random samole of 140
passport issuances included 70 passport issuances
from both fiscal years 2009 and 2010.

Nongeneralizable

» Ourreviews of these five recipients are
nongeneralizable (i.e., cannot be projected to the
entire population of individuals) but identify possible
instances of SSN misuse.



Additional considerations:
writing in groups

Ensure that the entire group holds a common understanding
of the assignment.



Additional considerations:
writing in groups

Establish clear roles and responsibilities.



Additional considerations:
writing in groups

Establish milestone deadlines well in advance of the final
deadline.



Additional considerations:
writing in groups

Keep a clear record of versions and alterations.



Additional considerations:
writing in groups

welL, You've BEEN A ' No {THPfﬁ_, Mot

PRETTY 600p Hoss, | GUESS. FE;F B ;
T SAID | WANTED

FASTEST CRITTER | EVER  H
COME ACROST, BVT... A FeFDBAG.

Provide honest feedback on others’ work.



Additional considerations:
managing others’ writing

» Ensure that the writer understands the audience and
purpose of the document

» Set explicit expectations for page length

» Communicate how you prefer to see drafts (e.g.,
outline, rough draft, nearly finished product)

» Check in judiciously to ensure that writer is on track

» Provide oral and written feedback on draft products



INn closing...

CPRAZY reorLE po

Auditors

ARE PERFECTLY SAME!




‘It iIs good to write
clearly, and
anyone can.”

Joseph Williams



Books, parts of books, and other
recommended resources on writing

Stephen Armstrong and Timothy Terrell, Thinking Like a Writer
Jacques Barzun, Simple and Direct

Kenneth Davis, Business Writing and Communication

John K. DiTiberio and George H. Jensen, Writing and Personality
Stephen King, On Writing

Anne Lamott, Bird by Bird

Richard Lanham, Revising Prose

George Orwell, Politics and the English Language

Joseph Williams, Style

Plainlanguage.gov
Purdue Online Writing Lab (OWL) https://owl.english.purdue.edu/owl/



Colin J. Fallon, Ph.D.

Senior Communications Analyst

Forensic Audits and Investigative Service
US Government Accountability Office
202-512-3837

fallonc@gao.gov



	Make Your Writing More Reader-Friendly
	What specifically nags you about writing?
	Writing is hard—but why?
	Writing stresses cognitive load
	Writing is decisionmaking
	Writing is often exhausting
	Writing is hard so that reading can be easy
	My main messages to you
	My main messages to you
	My main messages to you
	Planning
	Planning
	Planning: Consider your audience
	Planning: Consider your audience
	Planning: Consider your audience
	Planning: Consider your purpose
	Planning: Consider your purpose
	Planning: Get the information you’ll need��
	Planning: Clarify your objectives
	Exercise: Begin with an end in mind
	Planning: Formalize your plan
	Planning: Keep track of what you’re learning
	Planning: Identify finding elements during the audit
	Planning: Analyze your information
	Planning: Analyze your information
	Planning: Analyze your information
	Planning: Identify and organize your main ideas
	Planning—Deciding between “Nice to Know” and “Need to Know”
	Planning
	Planning: Outline your report
	Writing—Don’t try to do it all at once 
	Write a first draft knowing it will change
	Slide Number 33
	Revise for message
	Exercise��Concerns raised about how “Ntrax” manages its food and beverage service
	Revise for message
	Revise for message
	Revise for message
	Revise paragraphs
	Revise paragraphs
	Revise paragraphs
	Revise paragraphs
	Revise paragraphs
	Revise paragraphs
	Revise paragraphs
	Revise paragraphs
	Revise paragraphs
	Revise sentences
	Revise sentences
	Revise sentences
	Revise sentences
	Exercise
	Get feedback
	Revise from feedback
	Optics of the pages matter, too
	Checklist
	Additional considerations: �writing about numbers
	Additional considerations: �writing about numbers
	Additional considerations: �writing about numbers
	Additional considerations: �writing about numbers
	Additional considerations: �writing about numbers
	Additional considerations: �writing about numbers
	Additional considerations: �writing about numbers
	Additional considerations: �writing in groups
	Additional considerations: �writing in groups
	Additional considerations: �writing in groups
	Additional considerations: �writing in groups
	Additional considerations: �writing in groups
	Additional considerations: managing others’ writing
	In closing…
	Slide Number 71
	Books, parts of books, and other recommended resources on writing�
	Slide Number 73


<<

  /ASCII85EncodePages false

  /AllowTransparency false

  /AutoPositionEPSFiles true

  /AutoRotatePages /PageByPage

  /Binding /Left

  /CalGrayProfile (Dot Gain 20%)

  /CalRGBProfile (sRGB IEC61966-2.1)

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

  /sRGBProfile (sRGB IEC61966-2.1)

  /CannotEmbedFontPolicy /Error

  /CompatibilityLevel 1.7

  /CompressObjects /All

  /CompressPages true

  /ConvertImagesToIndexed true

  /PassThroughJPEGImages true

  /CreateJobTicket false

  /DefaultRenderingIntent /Default

  /DetectBlends true

  /DetectCurves 0.1000

  /ColorConversionStrategy /LeaveColorUnchanged

  /DoThumbnails false

  /EmbedAllFonts true

  /EmbedOpenType false

  /ParseICCProfilesInComments true

  /EmbedJobOptions true

  /DSCReportingLevel 0

  /EmitDSCWarnings false

  /EndPage -1

  /ImageMemory 1048576

  /LockDistillerParams true

  /MaxSubsetPct 100

  /Optimize true

  /OPM 1

  /ParseDSCComments true

  /ParseDSCCommentsForDocInfo true

  /PreserveCopyPage true

  /PreserveDICMYKValues true

  /PreserveEPSInfo true

  /PreserveFlatness true

  /PreserveHalftoneInfo false

  /PreserveOPIComments false

  /PreserveOverprintSettings true

  /StartPage 1

  /SubsetFonts true

  /TransferFunctionInfo /Preserve

  /UCRandBGInfo /Preserve

  /UsePrologue false

  /ColorSettingsFile ()

  /AlwaysEmbed [ true

  ]

  /NeverEmbed [ true

  ]

  /AntiAliasColorImages false

  /CropColorImages true

  /ColorImageMinResolution 300

  /ColorImageMinResolutionPolicy /OK

  /DownsampleColorImages true

  /ColorImageDownsampleType /Bicubic

  /ColorImageResolution 300

  /ColorImageDepth -1

  /ColorImageMinDownsampleDepth 1

  /ColorImageDownsampleThreshold 1.50000

  /EncodeColorImages true

  /ColorImageFilter /DCTEncode

  /AutoFilterColorImages true

  /ColorImageAutoFilterStrategy /JPEG

  /ColorACSImageDict <<

    /QFactor 0.15

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

  >>

  /ColorImageDict <<

    /QFactor 0.15

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

  >>

  /JPEG2000ColorACSImageDict <<

    /TileWidth 256

    /TileHeight 256

    /Quality 30

  >>

  /JPEG2000ColorImageDict <<

    /TileWidth 256

    /TileHeight 256

    /Quality 30

  >>

  /AntiAliasGrayImages false

  /CropGrayImages true

  /GrayImageMinResolution 300

  /GrayImageMinResolutionPolicy /OK

  /DownsampleGrayImages true

  /GrayImageDownsampleType /Bicubic

  /GrayImageResolution 300

  /GrayImageDepth -1

  /GrayImageMinDownsampleDepth 2

  /GrayImageDownsampleThreshold 1.50000

  /EncodeGrayImages true

  /GrayImageFilter /DCTEncode

  /AutoFilterGrayImages true

  /GrayImageAutoFilterStrategy /JPEG

  /GrayACSImageDict <<

    /QFactor 0.15

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

  >>

  /GrayImageDict <<

    /QFactor 0.15

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

  >>

  /JPEG2000GrayACSImageDict <<

    /TileWidth 256

    /TileHeight 256

    /Quality 30

  >>

  /JPEG2000GrayImageDict <<

    /TileWidth 256

    /TileHeight 256

    /Quality 30

  >>

  /AntiAliasMonoImages false

  /CropMonoImages true

  /MonoImageMinResolution 1200

  /MonoImageMinResolutionPolicy /OK

  /DownsampleMonoImages true

  /MonoImageDownsampleType /Bicubic

  /MonoImageResolution 1200

  /MonoImageDepth -1

  /MonoImageDownsampleThreshold 1.50000

  /EncodeMonoImages true

  /MonoImageFilter /CCITTFaxEncode

  /MonoImageDict <<

    /K -1

  >>

  /AllowPSXObjects false

  /CheckCompliance [

    /None

  ]

  /PDFX1aCheck false

  /PDFX3Check false

  /PDFXCompliantPDFOnly false

  /PDFXNoTrimBoxError true

  /PDFXTrimBoxToMediaBoxOffset [

    0.00000

    0.00000

    0.00000

    0.00000

  ]

  /PDFXSetBleedBoxToMediaBox true

  /PDFXBleedBoxToTrimBoxOffset [

    0.00000

    0.00000

    0.00000

    0.00000

  ]

  /PDFXOutputIntentProfile (None)

  /PDFXOutputConditionIdentifier ()

  /PDFXOutputCondition ()

  /PDFXRegistryName ()

  /PDFXTrapped /False



  /CreateJDFFile false

  /Description <<



    /BGR <>

    /CHS <FEFF4f7f75288fd94e9b8bbe5b9a521b5efa7684002000410064006f006200650020005000440046002065876863900275284e8e9ad88d2891cf76845370524d53705237300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c676562535f00521b5efa768400200050004400460020658768633002>

    /CHT <FEFF4f7f752890194e9b8a2d7f6e5efa7acb7684002000410064006f006200650020005000440046002065874ef69069752865bc9ad854c18cea76845370524d5370523786557406300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c4f86958b555f5df25efa7acb76840020005000440046002065874ef63002>

    /CZE <>

    /DAN <>

    /DEU <>

    /ESP <>

    /ETI <>

    /FRA <>

    /GRE <>



    /HRV (Za stvaranje Adobe PDF dokumenata najpogodnijih za visokokvalitetni ispis prije tiskanja koristite ove postavke.  Stvoreni PDF dokumenti mogu se otvoriti Acrobat i Adobe Reader 5.0 i kasnijim verzijama.)

    /HUN <>

    /ITA <>

    /JPN <FEFF9ad854c18cea306a30d730ea30d730ec30b951fa529b7528002000410064006f0062006500200050004400460020658766f8306e4f5c6210306b4f7f75283057307e305930023053306e8a2d5b9a30674f5c62103055308c305f0020005000440046002030d530a130a430eb306f3001004100630072006f0062006100740020304a30883073002000410064006f00620065002000520065006100640065007200200035002e003000204ee5964d3067958b304f30533068304c3067304d307e305930023053306e8a2d5b9a306b306f30d530a930f330c8306e57cb30818fbc307f304c5fc59808306730593002>

    /KOR <FEFFc7740020c124c815c7440020c0acc6a9d558c5ec0020ace0d488c9c80020c2dcd5d80020c778c1c4c5d00020ac00c7a50020c801d569d55c002000410064006f0062006500200050004400460020bb38c11cb97c0020c791c131d569b2c8b2e4002e0020c774b807ac8c0020c791c131b41c00200050004400460020bb38c11cb2940020004100630072006f0062006100740020bc0f002000410064006f00620065002000520065006100640065007200200035002e00300020c774c0c1c5d0c11c0020c5f40020c2180020c788c2b5b2c8b2e4002e>

    /LTH <>

    /LVI <>

    /NLD (Gebruik deze instellingen om Adobe PDF-documenten te maken die zijn geoptimaliseerd voor prepress-afdrukken van hoge kwaliteit. De gemaakte PDF-documenten kunnen worden geopend met Acrobat en Adobe Reader 5.0 en hoger.)

    /NOR <>

    /POL <>

    /PTB <>

    /RUM <>

    /RUS <>

    /SKY <>

    /SLV <>

    /SUO <>

    /SVE <>

    /TUR <>

    /UKR <>

    /ENU (Use these settings to create Adobe PDF documents best suited for high-quality prepress printing.  Created PDF documents can be opened with Acrobat and Adobe Reader 5.0 and later.)

  >>

  /Namespace [

    (Adobe)

    (Common)

    (1.0)

  ]

  /OtherNamespaces [

    <<

      /AsReaderSpreads false

      /CropImagesToFrames true

      /ErrorControl /WarnAndContinue

      /FlattenerIgnoreSpreadOverrides false

      /IncludeGuidesGrids false

      /IncludeNonPrinting false

      /IncludeSlug false

      /Namespace [

        (Adobe)

        (InDesign)

        (4.0)

      ]

      /OmitPlacedBitmaps false

      /OmitPlacedEPS false

      /OmitPlacedPDF false

      /SimulateOverprint /Legacy

    >>

    <<

      /AddBleedMarks false

      /AddColorBars false

      /AddCropMarks false

      /AddPageInfo false

      /AddRegMarks false

      /ConvertColors /ConvertToCMYK

      /DestinationProfileName ()

      /DestinationProfileSelector /DocumentCMYK

      /Downsample16BitImages true

      /FlattenerPreset <<

        /PresetSelector /MediumResolution

      >>

      /FormElements false

      /GenerateStructure false

      /IncludeBookmarks false

      /IncludeHyperlinks false

      /IncludeInteractive false

      /IncludeLayers false

      /IncludeProfiles false

      /MultimediaHandling /UseObjectSettings

      /Namespace [

        (Adobe)

        (CreativeSuite)

        (2.0)

      ]

      /PDFXOutputIntentProfileSelector /DocumentCMYK

      /PreserveEditing true

      /UntaggedCMYKHandling /LeaveUntagged

      /UntaggedRGBHandling /UseDocumentProfile

      /UseDocumentBleed false

    >>

  ]

>> setdistillerparams

<<

  /HWResolution [2400 2400]

  /PageSize [612.000 792.000]

>> setpagedevice



