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OVERVIEW
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3;(*04*36'%(H(*3+)*0'(*3")%(+6(*04*M'4K*0'(/*3;(*3));(&&()N*V0*%&*4;=3+%&()*"+)(;*
0'(*D4$$4M%+=*'(3)$%+(&Y
a. Accession
b. Deaccession
c.* :4@/;%='0aV$$%6%0*E;3D96
d.* J66(&&%4+*;(&@4+&%#%$%0/
e.* J6Q"%&%0%4+*6;%0(;%3
f.* X4)(*4D*36Q"%&%0%4+
g.* X30(;%3$*@;46(&&%+=

3.* _(9+%+=*Storage*d@3=(&*.geChf*@4$%6/*3+)*64;;(&@4+)%+=*@;46()";(&*%&*0'(*%&&"(*
4D*0'%&*6'3@0(;*0'30*)(&6;%#(&*0'(*D"+60%4+*4D*&04;3=(*0'30*K"&0*3+&M(;*0'(*;(Q"%;(-
K(+0&*4D*@;(&(;H30%4+7*&(0*"@*D3H4";3#$(*64+)%0%4+&*4D*@;(&(;H30%4+7*3+)*D36%$%030(*36-
6(&&*04*0'(*64$$(60%4+&N*V0*&'4M&*0'(*64+&%)(;3#$(*%K@4;03+6(*4D*&04;3=(*0';4"='Y
a.* 5+H%;4+K(+0
b.* 8@36(*4;=3+%&30%4+
c.* !;46(&&%+=aX3+%@"$30%4+
d.* A";+%0";(
e.* 8'($H%+=a!36F3=%+=
f.* X3%+0(+3+6(
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4.* 1+)(;&03+)%+=*Conservation*d@3=(&*C?eiif*%&*0'(*&"#[(60*K300(;*4D*0'%&*6'3@0(;*M'%6'*
@;4H%)(&*3*64K@;('(+&%H(*D;3K(M4;F*D4;*0'(*;(3$%&30%4+*4D*64+&(;H30%4+*360%H%0%(&*
3+)*(L@$3%+&*0'(*0';((*D"+)3K(+03$*($(K(+0&*4D*0'%&*@;4D(&&%4+Y
a.* :4)(*4D*(0'%6&
b.* E;(30K(+0*@'3&(&
c.* b4;F&'4@

5.* E'(*0(+&%4+&*#(0M((+*@;(&(;H30%4+*3+)*366(&&%#%$%0/*3+)*0'(*M3/*0'(/*63+*#(*)%K%+-
%&'()*%&*0'(*K3%+*&"#[(60*4D*0'%&*6'3@0(;*4+*Communication*d@3=(&*iBeBif*M'%6'*
%+0(=;30(&*D4";*K3%+*64K@4+(+0&Y
a.* :4+&"$030%4+
b.* _%=%0%&30%4+
c. Publication
d.* 5L'%#%0%4+

6.* J*$%&0*4D*#%#$%4=;3@'%6*;(D(;(+6(&*%&*4;=3+%&()*%+*0'(*Bibliography*d@3=(&*BBeBGf*6'3@-
0(;*64K@$(0(*M%0'*3*$%&0*4D*%+0(;(&0%+=*M(#*&%0(&*3+)*&03+)3;)&*%+*0'(*@;(&(;H30%4+*9($)N

7.* E'(*$3&0*&(60%4+7*0'(*Appendix*d@3=(&*h-ehCf7*%+6$")(&*&4K(*0(6'+%63$*%+D4;K3-
0%4+*&"@@4;0%+=*0'(*Q"3$%9630%4+*4D*0'(*'3+)#44F*0'30*K3/*#(*4D*3))%0%4+3$*%+0(;(&0*
04*0'(*;(3)(;N

8.* E'%&*'3+)#44F7*)(H($4@()*0';4"='*3*&(0*4D*@;%+6%@$(&*3+)*;(64KK(+)30%4+&7*&'4M&*
0'30*&4K(*4D*0'(*@;%+6%@$(&*'3H(*3*6$4&(*;($30%4+&'%@*04*&4K(*360%4+&*3+)*;(64K-
K(+)30%4+&N*V0*%&*%K@4;03+0*0'30*0'(/*3;(*%+0(;@;(0()*%+*0'(*64+0(L0*4D*0'(*V+&0%0"0(*
3&*3*M'4$(*3+)*3)3@0()*04*(36'*&@(6%96*&%0"30%4+*3+)*K"&0*#(*D4$$4M()*#/*3*M;%00(+*
0(L0*&4*0'(*%+D4;K30%4+*;(64;)()*%+*M;%0%+=*%&*+40*D4;=400(+*+4;*)%&;(=3;)()N
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INTRODUCTION

E'%&*'3+)#44F*%&*@;%K3;%$/*%+0(+)()*04*@;4H%)(*3*$4=%63$*3@@;436'*04*@;(&(;H30%4+*M'%$(*
4DD(;%+=*3*&(0*4D*0'(4;(0%63$*3+)*@;360%63$*="%)($%+(&*0'30*M%$$*(+&";(*64+&%&0(+6/*%+*)(-
6%&%4+*K3F%+=N*E'(*@;%+6%@3$*%+0(+0%4+*%&*04*64+0;%#"0(*04*0'(*)(H($4@K(+0*4D*;(=%4+3$*
3+)*+30%4+3$*@;(&(;H30%4+*3+)*64+&(;H30%4+*@4$%6%(&*3+)*@;360%6(&*M%0'*0'(*'4@(*0'30*
3$$*;(64KK(+)30%4+&*M%$$*#(*;(3)*3+)*"&()*#/*$463$*3"0'4;%0%(&7*)%;(604;&7*$%#;3;%3+&7*"&-
(;&*3+)*3)H%&(;&N

E'%&*'3+)#44F*%&*3*$%H%+=*)46"K(+0*0'30*&'4"$)*@;4H%)(*3*D;3K(M4;F*D4;*0'(*S%#;3;/*
04*36'%(H(*%0&*4#[(60%H(&N*VD*0'(;(*)4*+40*&((K*04*#(*3+/*@4$%6%(&*3+)*@;46()";(&*0'30*3@-
@$/*04*3*&%0"30%4+*4;*0'(*63;(*4D*@3;0%6"$3;*0/@(&*4D*64$$(60%4+*%0(K&7*&@(6%3$%&0&*&'4"$)*3$-
M3/&*#(*64+&"$0()N*!;4D(&&%4+3$*3)H%6(*63+*#(*"&()*04*@;4H%)(*%KK()%30(*3&&%&03+6(O*(L-
@(;0*S%#;3;/*&(;H%6(*M%$$*;(&(3;6'*3+)*)(H($4@*3@@;4@;%30(*="%)($%+(&*D4;*0'(*D"0";(N*E'%&*
(H4$H%+=*&/&0(K*M%$$*'($@*)(H($4@*3+)*%K@$(K(+0*&03+)3;)^#3&()*@4$%6%(&N

b'%$(*(36'*S%#;3;/*%&*"+%Q"(*M%0'*%0&*4M+*K%&&%4+7*4#[(60%H(&7*0/@(&*4D*)46"K(+0&7*@;4#-
$(K&*3+)*64+&0;3%+0&7*%0*%&*%+(H%03#$(*0'30*+40*3$$*4@(;30%4+3$*)(03%$&*63+*#(*%+6$")()*
%+*0'(*'3+)#44FN*2(H(;0'($(&&7*%0*%&*@4&&%#$(*04*'3H(*3+*3@@;436'7*@;%+6%@$(&*3+)*3*$%&0*
4D*&"==(&0%4+&*3+)*;(64KK(+)30%4+&*3&*64K@;('(+&%H(*3+)*"+%H(;&3$*3&*@4&&%#$(N*
E'(*4H(;3$$*'3+)#44F*63+*#(*;(H%(M()7*64K@$(0()*3+)*3)3@0()*04*(36'*%+&0%0"0%4+*04*(+-
&";(*0'30*0'(*%+D4;K30%4+*3+)*@;%+6%@$(&*4"0$%+()*%+*0'(*@4$%6/*3;(*64+&%&0(+0*M%0'*%0&*K%&-
&%4+7*4#[(60%H(&*3+)*&03DDN

9.* b'%$(*&4K(*@;%+6%@$(&*3+)*="%)3+6(*3;(*@(6"$%3;*04*(36'*@4$%6/7*3$$*@4$%6%(&*'3H(*&4K(*
(&&(+0%3$*3+)*64KK4+*D"+)3K(+03$&Y
a.* _(@3;0K(+0*3+)*&03DD
b.* E;3%+%+=*4D*@(;&4++($
c.* 8";H(/
d.* `($30%4+&'%@*04*40'(;*)46"K(+0&

DEPARTMENT AND STAFF

E'(*4;=3+%&30%4+*4D*3*S%#;3;/*)(@(+)&*4+*0'(*+"K#(;*4D*(K@$4/((&*3+)*)(@3;0K(+0&N*536'*
)(@3;0K(+0*%&*'(3)()*#/*3*&"#^)%;(604;*M'4*'3&*4H(;3$$*;(&@4+&%#%$%0/*D4;*0'(*%K@$(K(+-
030%4+*4D*&0;30(=%6*@$3++%+=*3+)*)(H($4@K(+0*M%0'%+*0'30*)(@3;0K(+0N

10.* !(;&4++($*&'4"$)*F+4M*0'(*@4$%6/*3+)*@;46()";(*0'(/*3;(*3*@3;0*4D7*M'30*0'(%;*;4$(*
3+)*;(&@4+&%#%$%0/*%&7*3+)*P04*M'4K*0'(/*;(D(;NT*V0*%&*H%03$$/*%K@4;03+0*0'30*3+*4H(;3$$*
6$(3;*)46"K(+0*%&*K3%+03%+()*0'30*4"0$%+(&*0'(*;4$(*3+)*;(&@4+&%#%$%0/*4D*(36'*'"-
K3+*;(&4";6(N
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TRAINING

E;3%+%+=*4D*S%#;3;/*@(;&4++($*3+)*%0&*"&(;&*%&*(&&(+0%3$*04*;3%&(*@;(&(;H30%4+*3M3;(+(&&N*
E'%&*64+6(;+&*3$$*S%#;3;/*@(;&4++($j64+&(;H304;&7*6303$4="(;&7*K3%+0(+3+6(*@(;&4++($7*
0(6'+%6%3+&7*(06N

11.* E'(*3@@;4@;%30(*0;3%+%+=*K"&0*D4$$4M*(H(;/*+(M*@;46()";(*)(9+()*04*;(&@(60*3*@4$%6/N

12.* J$$*@(;&4++($*M%$$*63;;/*4"0*3*#%3++"3$*;(H%(M*4D*0'(*&03+)3;)&*3+)*@;46()";(&*%+*64+-
&"$030%4+*M%0'*(36'*)(@3;0K(+0*)%;(604;*3+)*0'(*S%#;3;/*)%;(604;*04*(+&";(*0'30*
0'(*@;46()";(&*3+)*;(64KK(+)30%4+&*3;(*#3&()*4+*0'(*K4&0*6";;(+0*&03+)3;)&*
3+)*%+D4;K30%4+7*3+)*0'30*0'(/*@;4H%)(*3*=44)*4@(;30%4+3$*D;3K(M4;F*D4;*0'(*@;(&-
(;H30%4+7*K3+3=(K(+0*@;4=;3KK(&*3+)*@;4[(60&N

SURVEY

J*&0;"60";()*&";H(/*6$(3;$/*0'4"='0*0';4"='7*3+)*M%0'*36'%(H3#$(*=43$&7*63+*@;4H%)(*%+D4;-
K30%4+*4+*3*+"K#(;*4D*)%DD(;(+0*$(H($&N*V0*63+*4"0$%+(*0'(*=(+(;3$%0%(&7*=%H(*H(;/*)(03%$()*
3+3$/&%&7*3+)*@;4H%)(*"+%Q"(*K3+3=(K(+0*%+D4;K30%4+N*V0*%&*+40*3$M3/&*@4&&%#$(*4;*)(&%;-
3#$(*04*$44F*30*(H(;/*($(K(+0N*J*@(;6(+03=(*&3K@$(*M%$$*=%H(*(+4"='*%+)%6304;&*04*(+3#$(*
@4$%6/*)(6%&%4+&*04*#(*D4;K"$30()*3+)*@;%4;%0%(&*);3M+*"@N

13.* V0*%&*;(64KK(+)()*0'30*0'(*K(0'4)4$4=/*4D*3*&";H(/*@$3+*#(*0(&0()*#(D4;(*(K#3;F-
%+=*4+*0'(*@;4[(60N*E'(*64KK%0K(+0*4D*0%K(*3+)*;(&4";6(&*4+*3*K3[4;*&";H(/*@;4[(60*
%&*&%=+%963+0*3+)*&'4"$)*+40*#(*"+)(;(&0%K30()N*J*&";H(/*M%$$*@;4#3#$/*4+$/*#(*63;-
;%()*4"0*4+6(*3+)*63+*#(*0;3"K30%6*D4;*0'(*K30(;%3$N*E'(*3H3%$3#%$%0/*4D*"&(D"$*)303*
K3/*64K(*H(;/*$30(*%+*0'(*@;46(&&7*3+)*K3+3=(K(+0*(L@(6030%4+&*&'4"$)*#(*;(3$%&-
0%6*D;4K*0'(*#(=%++%+=N

14.* V0* %&* %K@4;03+0* 04*)(D%+(* 0'(* D;(Q"(+6/7* 4#[(60%H(&*3+)*&";H(/*@;46()";(&N*
`(@;(&(+030%H(*&3K@$(&*4D*0'(*K3+"&6;%@0&*3+)*3;6'%H(&7*D4;*(L3K@$(7*&'4"$)*
#(*&";H(/()*30*$(3&0*(H(;/*0M4*/(3;&N*J*;3+)4K*&3K@$%+=*@$3+*(&03#$%&'()*%+*3)-
H3+6()*&'3$$*#(*"&()7*3+)*3*)%DD(;(+0*$40*&'3$$*#(*&";H(/()*(36'*0%K(N*1&(*3@@;4-
@;%30(*K(3&";%+=*(Q"%@K(+0*3+)*@;46()";(&*04*4#[(60%H($/*)(0(;K%+(*)(0(;%4;3-
0%4+N*_(0(;K%+(*3+)*($%K%+30(*0'(*63"&(*4D*0'(*@;4#$(K*M'(+(H(;*@4&&%#$(*3&*@3;0*
4D*0'(*&";H(/*@;46(&&N*E4*(+&";(*0'30*64;;(60%H(*360%4+&*3;(*(DD(60%H(7*@(;%4)%6*;(^
%+&@(60%4+*%&*;(Q"%;()N

RELATIONSHIP TO OTHER DOCUMENTS

15.* E'%&*'3+)#44F*%+0(=;30(&*F+4M$()=(*D;4K*0'(*)%DD(;(+0*)%&6%@$%+(&*4D*(+=%+((;%+=7*64+-
&(;H30%4+*&6%(+6(*3+)*64+&(;H30%4+*@;360%6(*3&*M($$*3&*64+&(;H30%4+*&03+)3;)&N*V+*@3;-
0%6"$3;7*0'%&*)46"K(+0*)%&0%$&*D;4K*3$$*0'(*%+0(;+30%4+3$*&03+)3;)&*4+*0'(*@;(&(;H30%4+*
4D*6"$0";3$*'(;%03=(7*D;4K*0'(*K4&0*;($(H3+0*@"#$%630%4+&*3+)*;(&(3;6'(&*4+*@;(&(;-
H30%4+*@;4=;3K&*3+)*D;4K*0'(*(+)$(&&*@"#$%630%4+&*4D*VASJ*!J: 1N

1* E'(*V+0(;+30%4+3$*A()(;30%4+*4D*S%#;3;/*J&&46%30%4+&*3+)*V+&0%0"0%4+&*dVASJf7*!;(&(;H30%4+*3+)*:4+&(;H30%4+*
d!J:fN
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16.* A4;*0'(*=(+(;3$*@;%+6%@$(&*M'%6'*3;(*3@@$%63#$(*04*6"$0";3$*'(;%03=(*K3+/*4D*0'(*;(6-
4KK(+)30%4+&*3+)*%+D4;K30%4+*%+*0'%&*'3+)#44F*;(k(607*30*0'(*%+0(;+30%4+3$*$(H($7*
0'(*23;3*_46"K(+0*4+*J"0'(+0%6%0/*d1258:<*.GGif7*0'(*:4)(*4D*50'%6&*D4;*K"&("K&*
dV:<X7.Ggh7*;(H%&()*%+*,--if7*0'(*:4+&(;H304;^`(&04;(;Y*3*_(9+%0%4+*4D*0'(*!;4D(&&%4+*
dV:<X7*.Ggif7*3+)*0'(*!;4D(&&%4+3$*Z"%)($%+(&*d5N*:N*:N*<N7*,--,fN

EXPLANATORY NOTE

17.* E'(*0(;K&*4D*S%#;3;/7*V+&0%0"0(*3+)*J;6'%H(*3;(*"&()*'(;(*3;(*&/+4+/K&*4D*3+*4;=3+%-
&30%4+*0'30*'4&0&*64$$(60%4+&*4+*6($$"$4&(^#3&()*K30(;%3$N

18.* E'(*0(;K&*4D*)46"K(+0&7*#44F7*K3+"&6;%@0*4;*4#[(60*%+)%630(*3+*%0(K*%+*3*64$$(60%4+*
4D*6"$0";3$*'(;%03=(N

19.* E'%&*'3+)#44F*)($%#(;30($/*3H4%)()* 0'(*"&(*4D* P'%='* $(H($T* 0(;K%+4$4=/*M%0'*
0'(*3%K*04*K3F(*%0*"&(;*D;%(+)$/N*b'(+*3+*(&&(+0%3$*0(6'+%63$*0(;K*3@@(3;&*%0*%&*(L-
@$3%+()*%+*3*D440+40(N
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Section 1

ACQUISITION

ISSUE DEFINITION: ACQUISITION POLICY

J6Q"%&%0%4+*!4$%6/*3+)*:4$$(60%4+*_(H($4@K(+0*@4$%6%(&*M4;F*04=(0'(;*04*(+&";(*0'30*Q"3$-
%0/*3+)*64+&%&0(+0*K30(;%3$&*3;(*6'4&(+*3+)*%+6$")()*%+*0'(*64$$(60%4+N*J+*J6Q"%&%0%4+*
!4$%6/*&(0&*="%)($%+(&*0'30*3&&%&0*%+Y*&($(60%4+*3+)*64$$(60%4+*)(H($4@K(+07*)(0(;K%+%+=*
'4M*04*@;46(&&*;(Q"(&0&*D4;*3+*%0(K*04*#(*3))()*04*0'(*64$$(60%4+7*K4+%04;%+=*3*#")=(07*
3+)*K3%+03%+%+=*3$$*)46"K(+0&*4D*@";6'3&(&*3+)*(L@(+)%0";(&N

E'(*J6Q"%&%0%4+*!4$%6/*%&*#3&()*4+*0'(*%+&0%0"0%4+3$*K%&&%4+*&030(K(+07*M'%6'*(+"+6%30(&*
0'(*=43$&*0'(*64$$(60%4+&*3;(*04*36'%(H(*3+)*0'(*3")%(+6(*04*M'4K*0'(/*3;(*3));(&&()N*
V0*&'4"$)*3$&4*%+6$")(*#;%(D*&030(K(+0&*3#4"0*0'(*64KK"+%0/*4;*"&(;*=;4"@&O*)(&6;%@0%4+&*
4D*0'(*0/@(&*4D*@;4=;3K&*0'(*S%#;3;/*64$$(60%4+*&(;H(&O*0'(*&%>(*4D*0'(*64$$(60%4+O*3*)(03%$()*
#")=(03;/*4H(;H%(M*4D*0'(*K4+(/*0'(*S%#;3;/*M%$$*&@(+)*4+*0'(*)%DD(;(+0*0/@(&*4D*%+D4;K3-
0%4+*;(&4";6(&O*3+)*3+/*D4;K3$*4;*%+D4;K3$*644@(;30%H(*3=;((K(+0&*0'30*3DD(60*0'(*64$$(6-
0%4+*@4$%6/*4;*@;360%6(&N*E'(*@4$%6/*)(9+(&*0'(*&64@(*4D*6";;(+0*64$$(60%4+&*3+)*%+)%630(&*
3;(3&*%+*M'%6'*D"0";(*64$$(60%4+&*K3/*#(*)(H($4@()N*V0*&@(6%9(&*0'(*&"#[(60&*3+)*D4;K30& 2 
04*#(*%+6$")()*%+*4;*(L6$")()*D;4K*0'(*64$$(60%4+&*3+)*0'(*@4$%6/*(+64";3=(&*64+&%&0(+6/*
%+*0'(*&($(60%4+*4D*=44)*64+)%0%4+*K30(;%3$&N
J6Q"%&%0%4+*)(6%&%4+&*&'4"$)*64+&%)(;*+40*["&0*0'(*%K@4;03+6(*4D*3*0%0$(*04*3*&"#[(60*

3;(3*4;*0'(*D4;K30*d'3;)7*K%6;4D4;K*4;*($(60;4+%6*64@/f*#"0*3$&47*M'(+*@4&&%#$(7*0'(*$4+=^
0(;K*@;(&(;H30%4+*;(Q"%;(K(+0&*4D*0'4&(*D4;K30&N*84K(0%K(&*0'(*64&0*4D*@;(&(;H30%4+*
4D*3+*4#[(60*63+*4"0M(%='*0'(*%+0($$(60"3$*H3$"(*04*0'(*%+&0%0"0%4+*4;*;(@;(&(+0*3*)3+=(;*
D4;*0'(*;(&0*4D*0'(*64$$(60%4+N
E'(*J6Q"%&%0%4+*!4$%6/*3%K&*04*)(H($4@*3+)*"@)30(*%0&*64$$(60%4+*4D*K3+"&6;%@0&7*#44F&7*

;(D(;(+6(*K30(;%3$&*3+)*40'(;*S%#;3;/*4;*;(&(3;6'*K30(;%3$&*0';4"='*0'(*@";6'3&(*4D*0'(&(*
%0(K&N*E'(*36Q"%&%0%4+*@;46(&&*&"@@4;0&*3+)*%K@$(K(+0&*0'(*6;%0(;%3*0'30*'3H(*04*#(*(&-
03#$%&'()*%+*3*M;%00(+*)46"K(+0N
J6Q"%&%0%4+*!4$%6/*&(;H(&*3&*3*;(D(;(+6(*D4;*0'(*S%#;3;/*&03DD*04*D4$$4M*M'(+*3&&(&&%+=*

@40(+0%3$*36Q"%&%0%4+&*D4;*0'(*S%#;3;/*64$$(60%4+&N*E'(*J6Q"%&%0%4+*!4$%6/*3$&4*%+6$")(&*="%)(-
$%+(&*D4;*0'(*366(@03+6(*3+)*@;46(&&%+=*4D*=%D0*;(&4";6(&N*E'(*K%&&%4+*4D*0'(*J6Q"%&%0%4+*
!4$%6/*%&*04*(+&";(*0'30*0'(*&($(60%4+*4D*S%#;3;/*;(&4";6(&*&"@@4;0*0'(*+(()&*4D*0'(*363-
)(K%6*3;(37*;(&(3;6'(;&*3+)*"&(;&*4D*0'(*S%#;3;/N

2* A4;K30&Y*X30(;%3$*D4;K*4;*$3/4"0*4D*3*@"#$%630%4+N
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OPERATIONAL RECOMMENDATIONS FOR ACQUISITION PROCEDURES

Accession

b'(+*3+*4#[(60*%&*366(&&%4+() 3*%+04*0'(*64$$(60%4+&*4D*3*S%#;3;/7*0'30*S%#;3;/*K3F(&*
3*64KK%0K(+0*3+)*366(@0&*;(&@4+&%#%$%0/*D4;*0'(*@;(&(;H30%4+*4D*0'30*4#[(60N*E'(*%+0(=;%-
0/*3+)*K(3+%+=*4D*3+*4#[(60*&'4"$)*#(*;(64=+%&()*3&*0'(*64K#%+30%4+*4D*&(H(;3$*H3$"(&*
3+)*0/@(&*4D*%+D4;K30%4+*%+6$")%+=*3(&0'(0%67*'%&04;%63$7*0(6'+4$4=%63$7*&46%3$7*;($%=%4"&*
3+)*&@%;%0"3$N*!;(&(;H30%4+*4D*0'(*4#[(60*0'(;(D4;(*;(Q"%;(&*3+*"+)(;&03+)%+=*0'30*0'(&(*
3&@(60&*K"&0*#(*64+&%)(;()*%+*0'(*&3K(*M3/*3&*0'(*#3&%6*6'(K%63$*3+)*@'/&%63$*6'3;-
360(;%&0%6&N

20.* E'(*V+&0%0"0%4+*K"&0*)(9+(*%+*3*H(;/*@;(6%&(*M3/*0'(*0/@(*4D*K30(;%3$*04*#(*64$$(60()*
dK3+"&6;%@0&7*#44F&7*@(;%4)%63$&7*K3@&7*);3M%+=&7*3")%4H%&"3$&7*_c_&7*(06Nf7*M'%$(*36-
F+4M$()=%+=*0'(*64+0%+"4"&*6'3+=(*3+)*(H4$H%+=*@;4*6(&&*4D*%+D4;K30%4+*0(6'+4$4=%(&*
3+)*#(*4@(+*04*+(M*D4;K30&*0'30*&"@@4;0*0'(*K%&&%4+*4D*0'(*V+&0%0"0%4+N*J0*0'(*&3K(*
0%K(7*0'(*V+&0%0"0%4+*'3&*04*)(&6;%#(*0'(*;(&4";6(&*+40*+4;K3$$/*@";6'3&()N

21.* 5H(;/*0/@(*4D*K30(;%3$*4;*4#[(60*)(K3+)&*3*&@(6%96*M3/*04*#(*)46"K(+0()7*&04;()7*
64+&(;H()*3+)*K3+%@"$30()N*V+*0'%&*;(=3;)7*#(D4;(*366(@0%+=*3*+(M*0/@(*4D*)46"K(+07*
0'(*V+&0%0"0%4+*K"&0*#(*&";(*0'30*30*(36'*&03=(*4D*0'(*@;46(&&*4D*36Q"%;%+=7*@;46(&&%+=7*
&04;%+=7*@;4H%)%+=*366(&&*04*3+)*K3%+03%+%+=*0'(*64$$(60%4+7*3$$*V+&0%0"0%4+*&03DD*%&*D3K%$-
%3;*M%0'*0'(*@;(&(;H30%4+*%K@$%630%4+&*4D*0'30*&@(6%96*K30(;%3$*d&((*J@@(+)%L*JfN

Deaccession

22.* E'(*V+&0%0"0%4+*&'4"$)*&030(*6$(3;$/*%0&*@;46()";(*4D*)(366(&&%4+ 4*%0(K&*D;4K*0'(*64$-
$(60%4+*+40*["&0*#(63"&(*0'(/*3;(*4"0*4D*&64@(*4;*)"@$%630(*(L%&0%+=*'4$)%+=&7*#"0*3$&4*
#(63"&(*4D*0'(*64&0&*4D*@;(&(;H30%4+N

!"#$%&'()*+,,&-&)./%012-

b4;F&*4D*3;0*K3/*#(*3))()*04*0'(*V+&0%0"0%4+*64$$(60%4+*#/*K(3+&*4D*=%D0&7*#(Q"(&0& 5, 
@";6'3&(&7*(L6'3+=(7*4;*3+/*40'(;*0;3+&360%4+*#/*M'%6'*$(=3$*0%0$(*04*3+*4#[(60*@3&&(&*
04*0'(*V+&0%0"0%4+N

23.* E'(*@;4H(+3+6(*4D*3$$*36Q"%&%0%4+()*M4;F&*4D*3;0*K"&0*#(*&30%&D3604;/*04*0'(*J6Q"%&%0%4+*
:4KK%00((*4D*0'(*V+&0%0"0%4+N*<"0&%)(*64"+&($$%+=*3+)*(L@(;0%&(*04*H(;%D/*0'(*@;4H-
(+3+6(*&'4"$)*#(*"&()*%D*+(6(&&3;/N*E'(*V+&0%0"0%4+*3)'(;(&*04*0'(*24HN*.i7*.G?-7*
1258:<*:4+H(+0%4+*4+*0'(*K(3+&*4D*!;4'%#%0%+=*3+)*!;(H(+0%+=*0'(*V$$%6%0*VK@4;07*
5L@4;0*3+)*E;3+&D(;*4D*<M+(;&'%@*4D*:"$0";3$*!;4@(;0/N

3* J66(&&%4+Y*!;46(&&*#/*M'%6'*3*+(M*%0(K*%&*3))()*04*3+*(L%&0%+=*64$$(60%4+*4D*#44F&7*@3%+0%+=&*4;*3;0(D360&N*
V0*&'4"$)*%+6$")(*&@(6%96*="%)($%+(&*;(=3;)%+=*M'4*%&*;(&@4+&%#$(*D4;*(+;%6'%+=*0'(*64$$(60%4+7*'4M*4D0(+*
%0*%&*)4+(*3+)*'4M*0'(*&($(60()*%0(K&*M%$$*#(*366(&&%4+()N

4* _(366(&&%4+Y*!;46(&&*#/*M'%6'*0'(*64$$(60%4+*%&*@";=()*4D*K30(;%3$&*0'30*3;(*)3K3=()*#(/4+)*;(@3%;7*4"0-
)30()7*4;*+4*$4+=(;*%+*"&(N*V0*&'4"$)*%+6$")(*&@(6%96*="%)($%+(&*;(=3;)%+=*M'4*%&*;(&@4+&%#$(*D4;*@";=%+=*
0'(*64$$(60%4+7*'4M*4D0(+*%0*%&*)4+(*3+)*'4M*0'(*&($(60()*%0(K&*M%$$*#(*)(366(&&%4+()N

5* \(Q"(&0Y*E;3+&D(;*4D*6"&04)/*3+)*0%0$(*4D*)46"K(+0&*#/*$3&0*M%$$*3+)*0(&03K(+0N
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24.* E'(*V+&0%0"0%4+*K3F(&*(H(;/*(DD4;0*04*64K@$/*M%0'*%+0(;+30%4+3$*64@/;%='0*$3M&*M'(+*
36Q"%;%+=*4;*)"@$%630%+=*;(&4";6(&N

Accession Responsibility

E'(*@;%K3;/*;(&@4+&%#%$%0/*D4;*0'(*&($(60%4+*3+)*366(&&%4+*4D*S%#;3;/*;(&4";6(&*%&*M%0'*
0'(*J6Q"%&%0%4+*:4KK%00((*"+)(;*0'(*)%;(60%4+*4D*0'(*)%;(604;a6";304;*4D*0'(*V+&0%0"0%4+N*E'%&*
@;46(&&*%&*3*[4%+0*(DD4;0*3K4+=*)%;(604;7*6";304;&7*;(&(3;6'(;&7*&0")(+0&7*&03DD7*3+)*3)K%+-
%&0;30%4+O*0'(/*3;(*3$$*(+64";3=()*04*K3F(*;(64KK(+)30%4+&*D4;*0'(*64$$(60%4+N

25.* `(&(3;6'(;&*&(;H(*3&*&"#[(60*&@(6%3$%&0&*D4;*0'(%;*;(&@(60%H(*)%&6%@$%+(&*3+)*3;(*(+-
64";3=()*04*3&&(&&*0'(*3)(Q"36/*4D*;(&4";6(&N

26.* J6Q"%&%0%4+*K((0%+=&*3;(*&6'()"$()*30*)%DD(;(+0*0%K(&*4D*0'(*/(3;*04*;(H%(M*)46"K(+0&*
;(64KK(+)()*D4;*366(@03+6(*%+04*0'(*@(;K3+(+0*64$$(60%4+&N

27.* E'(*S%#;3;/*)%;(604;*3+)*0'4&(*;(&@4+&%#$(*D4;*)%DD(;(+0*)(@3;0K(+0&*M%$$*@;(&(+0*;(6-
4KK(+)30%4+&*D4;*0'(*366(@03+6(*4;*;([(60%4+*4D*)46"K(+0&*D4;*0'(*@(;K3+(+0*64$-
$(60%4+&7*@;4H%)%+=*3*&030(K(+0*(L@$3%+%+=*0'(*;30%4+3$(*;(3&4+&*D4;*;([(60%4+*4;*)(-
&6;%#%+=*0'(*@;4H(+3+6(7*Q"3$%0/7*3+)*)(&%;3#%$%0/*D4;*366(@0%+=*0'(*=%D0 6*4;*K3F%+=*
3*@";6'3&( 7N

Acquisition criteria

28.* !;(6%&(*6;%0(;%3*'3H(*04*#(*)(9+()*04*&"@@4;0*3+)*@;4H%)(*;(&4";6(&*0'30*M%$$*(+'3+6(*
0'(*V+&0%0"0%4+Y

 l '%&04;%63$a6"$0";3$*H3$"(O
 l ;(H%(M&*D;4K*3"0'4;%030%H(*&4";6(&*3+)*&($(60%4+*3%)&O
 l ;(64KK(+)30%4+&*D;4K*363)(K%6*3;(3O
 l ;(64KK(+)30%4+&*D;4K*;(&(3;6'(;&7*&03DD7*3)K%+%&0;30%4+O
 l ;($(H3+6(*04*0'(*6";;%6"$"KO
 l 3)(Q"36/*4D*6";;(+0*'4$)%+=&O
 l 3H3%$3#%$%0/*4D*;(&4";6(&*D;4K*40'(;*&4";6(&O
 l ;($(H3+6(*04*@;4D(&&%4+3$*=;4M0'O
 l $(H($*4D*%+0(;(&0*D4;*0'(*"+%H(;&%0/7*;(&(3;6'(;&*3+)*&0")(+0&O*3+)
 l 64&0N

Mode of Acquisition

E'(*V+&0%0"0%4+*&'3$$*36Q"%;(*#/*@";6'3&(7*=%D0*4;*#(Q"(&0*3$$*K3++(;*4D*K30(;%3$*(H%)(+6(*
4;%=%+30%+=*D;4K*%0&*64$$(60%+=*3;(37*3&*64+&%)(;()*3@@;4@;%30(*D4;*0'(*V+&0%0"0%4+*@";@4&(&N

E'(*V+&0%0"0%4+*&'3$$*36Q"%;(*&($(60()*K30(;%3$&*%+*3*D4;K30*3+)*Q"3$%0/*0'30*'3H(*0'(*)(@0'*
3+)*)%H(;&%0/*04*&"@@4;0*0'(*V+&0%0"0%4+*"&(;&N*V+*4;)(;*04*D3&0(+*@3;0+(;&'%@&*M%0'*H(+)4;&*

6* Z%D0Y*X4)(*4D*36Q"%&%0%4+*#/*M'%6'*3+*%+)%H%)"3$*4;*64;@4;30(*#4)/*0;3+&D(;&7*D;(($/*3+)*M%0'4"0*6'3;=(7*
0'(*D"$$*4M+(;&'%@*4D*;(64;)&*04*0'(*S%#;3;/N

7* !";6'3&(Y*!;46";(K(+0*4D*3+*4#[(60m&*$(=3$*4M+(;&'%@*0';4"='*0'(*@3/K(+0*4D*K4+(/N
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3+)*@;4D(&&%4+3$&*4D*S%#;3;/*K30(;%3$&7*0'(*V+&0%0"0%4+*%&&"(&*366";30(*="%)($%+(&*%+*4;)(;*
04*36'%(H(*4@0%K"K*&"66(&&N

!";6'3&(

29.* J*@(;%4)%63$*(H3$"30%4+*K"&0*#(*64+)"60()*04*(H3$"30(*0'(*@(;D4;K3+6(*4D*H(+)4;&*
#3&()*4+*0'(*D4$$4M%+=*6;%0(;%3Y

 l D3&0*;(@$/*4+*@;%6(*%+Q"%;%(&O
 l 64K@(0%0%H(+(&&O
 l &@(6%3$*4DD(;&*3+)*)%&64"+0&O
 l (3&/*3+)*@;4D(&&%4+3$*64KK"+%630%4+*044$&O
 l )($%H(;/*4+*0%K(O*3+)
 l 64+)%0%4+*4D*0'(*K30(;%3$&*)($%H(;()N

Z%D0a\(Q"(&0

30.* _4+30%4+&*63+*64K(*D;4K*+30%4+3$*4;*%+0(;+30%4+3$*D;%(+)&7*@;4D(&&4;&7*64$$(604;&7*
D3K%$%(&*4D*)(6(3&()*3"0'4;&7*=4H(;+K(+0&7*%+&0%0"0%4+&7*63&"3$*H%&%04;&*4;*%+)%H%)"-
3$&*#3&()*4+*0'(*+30";(*3+)*0'(*K%&&%4+*4D*0'(*S%#;3;/N

31.* J66(@0%+=*4;*;(D"&%+=*3*=%D0*%&*3*&(+&%0%H(*K300(;N*VD*3*@(;&4+*0'%+F&*0'(*%0(K&*0'(/*
'3H(*3;(*M4;0'*)(@4&%0%+=*%+*0'(*V+&0%0"0%4+7*%0*%&*%K@4;03+0*04*(L@$3%+*'4M*0'(%;*=%D0*
90&*4;*)4(&*+40*90*%+04*0'(*64$$(60%4+N

32.* S3;=(*=%D0*64$$(60%4+&*63+*#(*366(@0()*4+$/*3D0(;*@;4@(;*64+&"$030%4+*'3&*#((+*K3)(*
M%0'*0'(*)%;(604;*3+)*0'(*J6Q"%&%0%4+*:4KK%00((N*J66(@0%+=*3*$3;=(*=%D0*63+*;(@;(&(+0*
%K@4;03+0*64&0&*D4;*%+H(+04;/7*6303$4="%+=7*'4"&%+=7*&'($H%+=*3+)*(H(+0"3$*64+&(;-
H30%4+*0;(30K(+0N*E'%&*366(&&%4+*@;46(&&*63+*#(*$4+=*3+)*0'(*)%;(604;*4D*0'(*S%#;3;/*
K"&0*3)H%&(*0'(*)4+4;*3#4"0*0'(*@4&&%#$(*)($3/*%+*0'(*&($(60%4+*4D*)4+30()*K30(;%3$N

33.* !40(+0%3$*)4+4;&*K"&0*#(*3)H%&()*0'30*0'(*S%#;3;/*)4(&*+40*K3F(*3*K4+(03;/*3@@;3%&-
al 8*4D*3+/*)4+30()*K30(;%3$&N*E'(*S%#;3;/*63+*&"==(&0*4"0&%)(*3=(+6%(&*0'30*@40(+0%3$*
)4+4;&*K3/*64+0360*D4;*3+*3@@;3%&3$N*J;;3+=(K(+0&*&'4"$)*#(*K3)(*%+*3)H3+6(*%+*4;-
)(;*04*)(6%)(*M'4*%&*;(&@4+&%#$(*D4;*&(+)%+=*0'(*=%D0*04*0'(*S%#;3;/N

34.* _(H($4@K(+0*4D*=44)*)4+4;*;($30%4+&*;(Q"%;(&*0'30*36F+4M$()=(K(+0& 97*M%0'*3*$%&0%+=*
4D*0'(*)4+30%4+7*0'(*)30(7*3+)*0'(*%0(K&*;(6(%H()7*M%$$*#(*&(+0*04*0'(*)4+4;*3D0(;*0'(*=%D0*
%&*36Q"%;()N*E'(*S%#;3;/*@;4H%)(&*0'(*)4+4;*4D*36Q"%&%0%4+()*K30(;%3$&*M%0'*3*)(()*4D*=%D0 10 
0'30*%&*&%=+()*#/*0'(*S%#;3;/*)%;(604;N*_4+4;&*3;(*4DD(;()*0'(*4@@4;0"+%0/*04*@$36(*3*#44F-
@$30(*%+*0'(*H(;&4*4D*0'(*)46"K(+0&*0'(/*)4+30()*M%0'*M4;)%+=*4D*0'(%;*6'4%6(N

35.* _4+4;&*K"&0*#(*3)H%&()*0'30*3+/*K30(;%3$*+40*3))()*04*0'(*64$$(60%4+*K3/*#(*@$36()*
%+*0'(*S%#;3;/*#44F*(L6'3+=(*$%&0&*04*#(*&'3;()*M%0'*40'(;*$%#;3;%(&N*Z%D0*%0(K&*3;(*4D-
0(+*"&()*04*;(@$36(*$4&0*4;*K%&&%+=*H4$"K(&7*3&*M($$*3&*04*(+'3+6(*0'(*64$$(60%4+*M%0'*

8* J@@;3%&3$Y*!;4D(&&%4+3$*4@%+%4+7*"&"3$$/*M;%00(+7*4D*0'(*K3;F(0*H3$"(*4D*3*@;4@(;0/*4;*4D*3*64$$(60%4+N
9* J6F+4M$()=(K(+0&Y*_46"K(+0*"&()*#/*0'(*V+&0%0"0%4+*D4;*0'(*3@@;4H3$*3+)*366(@03+6(*4D*)4+30%4+&7*
3+)*04*36F+4M$()=(*0'(*;(6(%@0*4D*&"6'*@;4@(;0/N

10* _(()*4D*=%D0Y*S(=3$*)46"K(+0*0'30*0;3+&D(;&*@;4@(;0/*4M+(;&'%@*M%0'4"0*0'(*;(Q"%;(K(+0*4D*3*@";6'3&(*@;%6(N
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+(M*0%0$(&N*Z%D0&*0'30*)"@$%630(*%0(K&*3$;(3)/*%+*0'(*64$$(60%4+*&'4"$)*#(*64K@3;()*M%0'*
0'(*%0(K&*0'30*3;(*4M+()N*VD*0'(*)4+30()*64@/*%&*%+*#(00(;*64+)%0%4+7*%0*63+*#(*"&()*
04*;(@$36(*0'(*S%#;3;/*64@/N

36.* V0(K&*0'30*3;(*%+*@44;*@'/&%63$*64+)%0%4+*3+)*63++40*#(*;(&04;()*M%$$*#(*)%&63;)()N*
_4+30()*%0(K&*0'30*3;(*+40*3))()*04*0'(*64$$(60%4+*K3/*#(*K3)(*3H3%$3#$(*04*40'(;*
$463$*$%#;3;%(&*0';4"='*0'(*(L6'3+=(*@;4=;3KN

37.* J*@;(6%&(*@;46()";(*D4;*0'(*(L3K%+30%4+&*4D*0'(*=%D0&*K"&0*#(*)(9+()N*V0*&'4"$)*64+03%+Y
 l 0'(*&03DD*0'30*M%$$*(L3K%+(*0'(*)4+30%4+O
 l &(@3;30%4+*6;%0(;%3O
 l 6303$4="(*3+)*&03K@%+=*4D*0'(*366(@0()*K30(;%3$O
 l &030(*4D*64+&(;H30%4+O*3+)
 l +(()&*%+*0(;K&*4D*@;(&(;H30%4+*3+)*64+&(;H30%4+N

Material Processing

38.* JD0(;*0'(*366(&&%4+*4D*3*)46"K(+0*4;*4#[(60*04*0'(*@(;K3+(+0*64$$(60%4+7*0'(*3@@;4-
@;%30(*&03DD*4D*0'(*V+&0%0"0%4+*M%$$*%&&"(*0'(*)46"K(+0*3*@(;K3+(+0*366(&&%4+*+"K#(;N*
E'%&*@(;K3+(+0*366(&&%4+*+"K#(;*M%$$*#(*K3;F()*4;*&03K@()*4+*0'(*)46"K(+0N

39.* J$$*36Q"%&%0%4+()*)46"K(+0&*M%$$*#(*6303$4="()*3+)*@'404=;3@'()*D4;*@";@4&(&*
4D*;(64;)*3+)*%)(+0%9630%4+N*J$$*;(64;)&*@(;03%+%+=*04*36Q"%&%0%4+()*K30(;%3$&*M%$$*
#(*F(@0*#/*0'(*V+&0%0"0%4+*3+)*K3%+03%+()*#/*0'(*64$$(60%4+&*K3+3=(;N

40.* J*&@(6%3$%&0*&'4"$)*(L3K%+(*+(M*36Q"%&%0%4+&*#(D4;(*#(%+=*3))()*04*0'(*64$$(60%4+N*
\44F&*0'30*'3H(*#((+*3DD(60()*#/*%+&(60&7*K%6;44;=3+%&K*%+D(&030%4+*dA%=";(&*.*3+)*,f7*
4;*6'(K%63$*@4$$"0%4+*K"&0*#(*%&4$30()*%+*3*Q"3;3+0%+( 11*;44K*04*;()"6(*;%&F*4D*64+-
03K%+30%+=*40'(;*K30(;%3$&N

Figures 1 and 2:*X%6;44;=3+%&K7*%+&(60&*3+)*63;($(&&*)3K3=(N

11* n"3;3+0%+(Y*!(;%4)*4D*%&4$30%4+*4D*@(;&4+&7*3+%K3$&*4;*K30(;%3$&*3;;%H%+=*D;4K*3#;43)*3+)*&"&@(60()*
04*#(*64+03=%4"&N*1&"3$$/*64+&%&0%+=*4D*0'(*K3L%K"K*F+4M+*%+6"#30%4+*@(;%4)*4D*0'(*&"&@(60()*)%&(3&(N
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Section 2

STORAGE

ISSUE DEFINITION: STORAGE POLICY

804;3=(*!4$%6/*%&*3*&0;"60";()*&(0*4D*&030(K(+0&*3+)*;(64KK(+)30%4+&*"&()*04*="%)(*
'4M*04*4;=3+%&(*3+)*@;(&(;H(*0'(*)46"K(+0&7*#44F&*3+)*K3+"&6;%@0&*4D*0'(*S%#;3;/*
%+*0'(*&04;3=(*3;(3N*V0*)(9+(&*0'(*;4$(*3+)*D"+60%4+*4D*0'(*&04;3=(*3+)*@;(&(+0&*0'(*K3%+*
@;%+6%@$(&*D4;*366(&&%#%$%0/7*@;(&(;H30%4+7*&3D(0/*3+)*&(6";%0/*%+*0'(*&04;3=(*3;(3N

804;3=(*3;(3&*3;(*3*@3;0*4D*0'(*V+&0%0"0%4+*%+*0'(*&3K(*M3/*3&*0'(*&@36(&*4D*64+&"$030%4+*
3+)*(L'%#%0%4+*3+)*3;(*64+6(%H()*3664;)%+=*04*0'(*S%#;3;/*(+H%;4+K(+0N*J*804;3=(*!4$%6/*
'3&*04*#(*%+0(=;30()*%+04*0'(*D"+60%4+%+=*4D*0'(*V+&0%0"0%4+N
J*=44)*804;3=(*!4$%6/*K"&0*3+&M(;*0'(*;(Q"%;(K(+0&*4D*@;(&(;H30%4+*#/*$%K%0%+=*

3+)*3+0%6%@30%+=*0'(*;%&F&*4D*)3K3=(&*3+)*#/*&(00%+=*"@*0'(*D3H4";3#$(*64+)%0%4+&*4D*@;(&-
(;H30%4+*3+)*D36%$%030%+=*366(&&*04*0'(*64$$(60%4+&*04*K3F(*@4&&%#$(*0'(*&0")/*3+)*0'(*)%&-
&(K%+30%4+*4D*6"$0";3$*@;4@(;0/N*V0*3$&4*'3&*04*@(;K%0*0'(*K4H(K(+0*4D*64$$(60%4+&*M'%$(*
="3;3+0((%+=*0'(*64+&(;H30%4+*3+)*&3D(0/*4D*6"$0";3$*@;4@(;0/N

804;3=(*!4$%6/*'3&*04*03F(*%+04*3664"+0*0'(*(H4$"0%4+&*3+)*=;4M0'*4D*0'(*S%#;3;/N*
804;3=(* !4$%6/* %&* 3+* (H4$H%+=* &/&0(K* 0'30* &'4"$)* #(* 3)3@0()* 04* 0'(* 6'3+=%+=*
4D*0'(*V+&0%0"0%4+*3+)*04*0'(*K4&0*;(6(+0*&03+)3;)&N

!;4@(;*&04;3=(*3+)*'4"&%+=*63+*=;(30$/*3DD(60*0'(*$%D(*3+)*'(3$0'*4D*K3+"&6;%@07*#44F7*
)46"K(+0*3+)*@'404=;3@'*64$$(60%4+&N*1+366(@03#$(*&04;3=(*K(0'4)&*'3H(*3*)%;(60*(D-
D(60*4+*0'(*"&(D"$*$%D(*4D*K30(;%3$&N*E'(;(*3;(*K3+/*)%DD(;(+0*D3604;&*0'30*+(()*04*#(*64+-
&%)(;()*M'(+*)(6%)%+=*M'(;(*3+)*'4M*3*64$$(60%4+*&'4"$)*#(*&04;()N
E'(&(*D3604;&*%+6$")(Y

 l (+H%;4+K(+0O
 l &@36(*4;=3+%&30%4+O
 l @;46(&&%+=aK3+%@"$30%4+O
 l D";+%0";(O
 l &'($H%+=a@36F3=%+=O*3+)
 l K3%+0(+3+6(N
5L'%#%0%4+*D";+%0";(7*4D96(*;(64;)&7*@"#$%630%4+&*3+)*40'(;*+4+^64$$(60%4+*K30(;%3$*

&'4"$)*#(*F(@0*%+*3*&(@3;30(*&04;3=(*3;(3*D4;*#40'*&3D(0/*3+)*64+H(+%(+6(N
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OPERATIONAL RECOMMENDATIONS FOR STORAGE PROCEDURES

Environment

E'(*=44)*@;(&(;H30%4+*4D*64$$(60%4+&*;(Q"%;(&*3*64+0;4$$()*(+H%;4+K(+0N

41.* E'(*;(="$30%4+*4D*@3;3K(0(;&*&"6'*3&*+30";3$*3+)*3;0%96%3$*$%='07*0(K@(;30";(7*'/=;4K-
(0;/ 12*4;*@4$$"0%4+*@(;K%0&*04*)(6;(3&(*0'(*;%&F&*4D*3$0(;30%4+*3+)*)(=;3)30%4+*4D*K3+-
"&6;%@0&*3+)*#44F&N

E(K@(;30";(*3+)*`($30%H(*R"K%)%0/

E(K@(;30";(*%&*3*K(3&";(*4D*'(30N*R"K%)%0/*%&*0'(*64+6(+0;30%4+*4D*M30(;*%+*0'(*3%;N*
:4+0;4$*4D*0(K@(;30";(*3+)*;($30%H(*'"K%)%0/*%&*6;%0%63$*%+*0'(*@;(&(;H30%4+*4D*S%#;3;/*
3+)*3;6'%H3$*64$$(60%4+&*#(63"&(*"+366(@03#$(*$(H($&*4D*0'(&(*64+0;%#"0(*&%=+%963+0$/*
04*0'(*#;(3F)4M+*4D*K30(;%3$&N*R(30*366($(;30(&*)(0(;%4;30%4+*3+)*'3;KD"$*6'(K%63$*
;(360%4+&N*R%='*;($30%H(*'"K%)%0/*@;4H%)(&*0'(*K4%&0";(*+(6(&&3;/*04*@;4K40(*)3K3=-
%+=*6'(K%63$*;(360%4+&*%+*K30(;%3$&*3+)7*%+*64K#%+30%4+*M%0'*'%='*0(K@(;30";(7*(+64";-
3=(&*K%6;44;=3+%&K*=;4M0'*3+)*%+&(60*360%H%0/N*5L0;(K($/*$4M*;($30%H(*'"K%)%0/7*M'%6'*
63+*466";*%+*M%+0(;*%+*6(+0;3$$/*'(30()*#"%$)%+=&7*K3/*$(3)*04*)(&%6630%4+*3+)*0'(*(K-
#;%00$(K(+0*4D*&4K(*K30(;%3$&N

42.* V0*%&*%K@4;03+0*04*;(3$%&(*0'30*0(K@(;30";(*3+)*;($30%H(*'"K%)%0/*3;(*%+0(;;($30()O*
3*6'3+=(*%+*4+(*M%$$*#;%+=*3#4"0*3*6'3+=(*%+*0'(*40'(;N

43.* VD*3$$*0'(*63"&(&*4D*)3K3=(*D4;*0'(*64$$(60%4+*63++40*#(*($%K%+30()*M%0'4"0*$%K%0%+=*
0'(*366(&&*3+)*0'(*)%H"$=30%4+*04*64$$(60%4+&7*K4)(;30%+=*(+H%;4+K(+0*63+*&%=+%9-
63+0$/*&$4M*)(0(;%4;30%4+N

44.* 804;3=(*&@36(&*&'4"$)*#(*&(@3;30(*D;4K*M4;F%+=*3;(3&N*803#$(*4;*$4M*0(K@(;30";(*
3+)*;($30%H(*'"K%)%0/*3;(*)%D96"$0*04*K3%+03%+*%+*&@36(&*M'(;(*@(4@$(*3;(*@;(&(+0N

45.* W((@*;($30%H(*'"K%)%0/*#(0M((+*CB*3+)*BB*@(;6(+0*3+)*0(K@(;30";(&*"+)(;*,-o:N*
X4"$)*=;4M0'*466";&*M%0'*3*;($30%H(*'"K%)%0/*K4;(*0'3+*h-*@(;6(+0O*644$(;*0(K@(;3-
0";(&*&$4M*)4M+*0'(*)(&0;"60%H(*6'(K%63$*;(360%4+*%+&%)(*@3@(;*dJ@@(+)%L*JfN

46.* :'44&(*3+*3;(3*M%0'*3*&03#$(*(+H%;4+K(+0O*3H4%)*#3&(K(+0&7*300%6&*3+)*40'(;*"+&03#$(*
3;(3&*%+*0'(*#"%$)%+=N*b%)(*H3;%30%4+&*4D*0(K@(;30";(*3+)*;($30%H(*'"K%)%0/*63+*63"&(*
@'/&%63$*&0;(&&*04*0'(*)46"K(+0&*3+)*63+*63"&(*646F$%+=*3+)*)%&04;0%4+*%+*#44F&*3+)*@3-
@(;N*E'(&(*k"60"30%4+&*63+*#(*#"DD(;()*#/*&04;3=(*(+6$4&";(&*3+)*#/*%K@;4H%+=*0'(*%+-
&"$30%4+*4D*0'(*#"%$)%+=N

47.* X4+%04;*0(K@(;30";(*3+)*;($30%H(*'"K%)%0/*04*)(0(;K%+(*%D*0'(*(+H%;4+K(+0*%&*=44)*
4;*%+3)(Q"30(*3+)*04*["&0%D/*@4&&%#$(*(+H%;4+K(+0*;(="$30%4+&N*536'*V+&0%0"0%4+*
'3&*04*(H3$"30(*%0&*+(()&*3+)*6'4&(*0'(*3@@;4@;%30(*(+H%;4+K(+0*K4+%04;%+=*)(-
H%6(N*V0*%&*%K@4;03+0*04*&(00$(*4+*;(="$3;*K3%+0(+3+6(*D4;*'/);4*0'(;K4=;3@'&*&"6'*

12* R/=;4K(0;/Y*E'(*&6%(+6(*4D*0'(*K(3&";(K(+0*4D*0'(*'"K%)%0/*%+*0'(*3%;N
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3&*@;40(60%4+*4D*0'(*K(6'3+%&K*D;4K*)"&07*63$%#;30%4+ 13*4+6(*3*/(3;7*;(="$3;*64+0;4$*
4D*0'(*#300(;/*$(H($*3+)*K3+"D360";(;m&*;(64KK(+)30%4+&N

48.* :'44&(*3*6$%K30(^64+0;4$*64+&"$03+0*M%0'*(L@(;%(+6(*%+*$%#;3;%(&7*3;6'%H(&*3+)*K"&(-
"K&N*J&F*D4;*;(D(;(+6(&N*\3&()*4+*0'(*D"+60%4+*4D*0'(*;(&"$0&7*0'(*;(=%4+7*0'(*6$%K30(*
4D*0'(*3;(3&7*0'(%;*H4$"K(*3+)*&";D36(&*3+)*0'(*64&0&7*0'(*64+&"$03+0*M%$$*6'44&(*
3*;(3&4+3#$(*K(6'3+%63$*&/&0(K*04*64+0;4$*3+)*;(="$30(*6$%K30(N

49.* A4;*&K3$$*;(="$30%4+&*0'(*"&(*4D*@4;03#$(*3%;*64+)%0%4+(;&7*'"K%)%9(;&7*3+)*)('"K%)%-
9(;&*63+*#(*%+6$")()*%+*0'(*(+H%;4+K(+0*64+0;4$N

50. E'(*6$%K30(^64+0;4$*&/&0(K*&'4"$)*+(H(;*#(*0";+()*4DDN*8(00%+=&*&'4"$)*+40*#(*$4M(;()*
30*+%='07*4+*M((F(+)&7*4;*30*40'(;*0%K(&*M'(+*0'(*S%#;3;/*4;*3;6'%H(&*%&*6$4&()N*J))%0%4+3$*
64&0&*%+6";;()*#/*F((@%+=*0'(*&/&0(K*%+*64+&03+0*4@(;30%4+*M%$$*#(*D3;*$(&&*0'3+*0'(*64&0*
4D*D"0";(*64+&(;H30%4+*0;(30K(+0*04*;(@3%;*)3K3=(*63"&()*#/*@44;*6$%K30(N

51. V+&03$$*3*)4"#$(*&/&0(K*D4;*0'(*;(="$30%4+*3+)*64+0;4$*4D*0'(*6$%K30(N*<+(*&/&0(K*&'4"$)*
#(*3*K(6'3+%63$*6$%K30(*64+0;4$*M'%$(*0'(*&(64+)*4+(*&'4"$)*#(*%+)(@(+)(+0*&/&0(K*
0'30*;(64;)&*6$%K30%6*)303N*V+6$")(*3+*3"04K30%6*&04@*%+*63&(*4D*%K@4;03+0*)(;(="$30%4+N

52.* E;3%+*V+&0%0"0%4+*@(;&4++($*4+*'4M*04*@(;D4;K*#3&%6*K3%+0(+3+6(*4D*0'(*(+=%+(*
3+)*04*;(3)*3+)*"+)(;&03+)*6$%K30%6*)303N*8%=+*3*64+0;360*D4;*0'(*K3%+0(+3+6(*4D*9$-
0(;&*3+)*%KK()%30(*;(@3%;*4D*0'(*(+=%+(*%+*63&(*4D*#;(3F)4M+N

53. :4+0%+"(*K4+%04;%+=7*6'(6F%+=*3+)*64+0;4$$%+=*3D0(;*0'(*K4)%9630%4+N

J%;*@4$$"0%4+

J+*%K@4;03+0*D3604;*0'30*64+0;%#"0(&*04*0'(*)3K3=(*4D*3*64$$(60%4+*%&*3%;*@4$$"0%4+*64K-
@4&()*4D*6'(K%63$*3%;*@4$$"03+0&*3+)*)"&0N*E'(*)"&07*64+&%&0%+=*$3;=($/*4D*4;=3+%6*K30(;%3$7*
%&*&0;4+=$/*'/=;4&64@%6*3+)*63+*64+&0%0"0(*3*K%6;46$%K30(*64+H(+%(+0*04*0'(*)(H($4@K(+0*
4D*K%6;44;=3+%&K&7*3&*M($$*3&*3*)(@40*4D*+4";%&'%+=*($(K(+0&*D4;*%+&(60&N*:'(K%63$*@4$$"0-
3+0&*dJ@@(+)%L*\f*63+*#(*(K%00()*D;4K*@44;*Q"3$%0/*&04;3=(*D";+%0";(*3+)*@36F3=%+=*K3-
0(;%3$&7*4;*(H(+*D;4K*40'(;*64$$(60%4+*%0(K&*K3+"D360";()*D;4K*"+&03#$(*K30(;%3$&N*\40'*
)"&0*3+)*@4$$"03+0&*3;(*)3+=(;4"&*D4;*'"K3+*'(3$0'*3+)*D4;*64$$(60%4+&N

54.* E'(*64+0;4$*4D*3%;*Q"3$%0/*63+*#(*H(;/*)%D96"$0N*E'(*4#[(60%H(*%&*04*;()"6(*3&*K"6'*
3&*@4&&%#$(*0'(*3K4"+0*4D*@4$$"03+0&N

55.* E'(*K4&0*)3+=(;4"&*@3;0%6"$30(*@4$$"03+0&*3;(*)"&0*3+)*&440 14N*E'(*K4&0*)3K3=-
%+=*=3&(4"&*@4$$"03+0&*3;(*&"$@'";*)%4L%)(7*+%0;4=(+*4L%)(&7*c<:& 15*3+)*4>4+(N*
E'(*3K4"+0*4D*0'(&(*@4$$"03+0&*'3&*04*#(*K(3&";()N*A4;*0'(*K3L%K"K*;(64KK(+)-

13* :3$%#;30%4+Y*04*)(0(;K%+(7*6'(6F7*4;*;(60%D/*0'(*=;3)"30%4+*4D*3+/*%+&0;"K(+0*=%H%+=*Q"3+0%030%H(*K(3&";(-
K(+0&N

14* 8440Y*A%+(*#$36F*@3;0%6$(&7*6'%(k/*64K@4&()*4D*63;#4+7*@;4)"6()*#/*%+64K@$(0(*64K#"&0%4+*4D*643$7*4%$7*
M44)*4;*40'(;*D"($&N

15* c<:&Y*c4$30%$(*4;=3+%6*64K@4"+)&*dc<:&f*3;(*4;=3+%6*64K@4"+)&*M'%6'*(3&%$/*(H3@4;30(*3+)*(+0(;*0'(*30-
K4&@'(;(N
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()*$(H($&*&((*J@@(+)%L*\N*E'(*(Q"%@K(+0*6'4&(+*04*9$0(;*=3&(4"&*@4$$"03+0&*K"&0*
&"%0*0'(*+(()&*4D*0'(*V+&0%0"0%4+*3+)*0'(*@4$$"0%4+*$(H($N*:'(K%63$*9$0(;&*63+*#(*"&()*
04*;(K4H(*=3&*@4$$"03+0&O*9$0(;&*K"&0*#(*;(="$3;$/*;(@$36()N

56.* W((@*(L0(;%4;*M%+)4M&*6$4&()*3+)*@;4H%)(*9$0(;()*3+)*6$(3+*3%;*%+*0'(*&04;3=(*3;(3&N

57.* 84K(*(+6$4&";(&*3;(*K3)(*4D*K30(;%3$&*d360%H30()*63;#4+*4;*>(4$%0(&f*0'30*63+*3#&4;#*
@4$$"0%4+N

58.* 24*6%=3;(00(&7*63;@(0&7*M44)*3+)*40'(;*@4$$"03+0*K30(;%3$&*&'4"$)*#(*3$$4M()*
%+*0'(*&04;3=(*3;(3&N

59.* `(="$3;$/*6$(3+*0'(*&04;3=(*3;(3&N

S%='0

J$$*$%='0*64+0;%#"0(&*04*0'(*)(0(;%4;30%4+*4D*S%#;3;/*3+)*3;6'%H3$*64$$(60%4+&*#/*@;4H%)%+=*(+-
(;=/*04*&0%K"$30(*)(&0;"60%H(*6'(K%63$*;(360%4+&*M%0'%+*0'(*@3@(;*dA%=";(&*C*3+)*ifN*S%='0*
3$&4*)3K3=(&*#%+)%+=&7*@'404=;3@'%6*(K"$&%4+&7*3+)*40'(;*K()%37*%+6$")%+=*0'(*%+F&7*)/(&7*
3+)*@%=K(+0&*"&()*%+*K3+/*S%#;3;/*3+)*3;6'%H3$*K30(;%3$&N*E'%&*)3K3=(*%&*6"K"$30%H(*
&4*(H(;/*$%00$(*#%0*4D*@;(H(+0%4+*'($@&N

60.* V)(+0%D/*K30(;%3$&*0'30*3;(*K4;(*&(+&%0%H(*04*$%='0*3+)*$%K%0*0'(*(L'%#%0%4+*)";30%4+*
4D*0'(&(*K30(;%3$&*dJ@@(+)%L*JfN

61.* \"/*3*$"L*3+)*3*1c*K(0(;*04*K(3&";(*3+)*64+0;4$*0'(*$%='0N

62.* c%&%#$(*$%='0*$(H($&*M%$$*+40*(L6(()Y
a.* B-*$"L 16*dB*D44063+)$(& 17f*D4;*H(;/*&(+&%0%H(*K30(;%3$&
b.* .--*$"L*d.-*D44063+)$(&f*D4;*K4)(;30($/*&(+&%0%H(*K30(;%3$&
c.* ,B-*$"L*d,B*D44063+)$(&f*D4;*K30(;%3$&*M%0'*$4M*$%='0*&(+&%0%H%0/

63.* 1$0;3H%4$(0*d1cf*$(H($&*K"&0*#(*$%K%0()*04*3*K3L%K"K*4D*?B*K%6;4M300& 18*@(;*$"K(+ 19N

64.* 1&(*#$%+)&7*&6;((+&*3+)*&'"00(;&*04*@;40(60*)46"K(+0&*3=3%+&0*&"+$%='0N*J*=44)*K3-
0(;%3$*%&*8:`552p*0(L0%$(N*V0*'3&*=44)*;(&%&03+6(*04*'(307*;([(60%+=*"@*04*?-*@(;6(+0*
4D*'(307*3+)*4DD(;&*=44)*0;3+&@3;(+6/N

65.* 1$0;3H%4$(0*$%='0*%&*H(;/*)3K3=%+=*04*)46"K(+0&N*1$0;3H%4$(0*$%='0*64K(&*@;%K3;%$/*D;4K*
&"+$%='0*3+)*k"4;(&6(+0*$%='0&N*5L6$")(*"$0;3H%4$(0*$%='0*D;4K*0'(*&04;3=(*3;(3&*#/*"&%+=*
1c*9$0(;%+=*=$3&&7*#$%+)&7*9$0(;&*3+)*$4M^1c*$%='0%+=N

16* S"LY*X(3&";(K(+0*4D*0'(*%+0(+&%0/*4D*0'(*$%='0N*8"+$%='0*4+*3*6$(3;*)3/*%&*3@@;4L%K30($/*C,7---*$"LN*
.*$"L*q*.*$"K(+&aK(0(;2N

17* A44063+)$(&Y*1+%0*4D*K(3&";(*4D*0'(*%+0(+&%0/*4D*$%='0*D3$$%+=*4+*3*&";D36(7*(Q"3$*04*4+(*$"K(+*@(;*&Q"3;(*
D440*3+)*4;%=%+3$$/*)(9+()*M%0'*;(D(;(+6(*04*3*&03+)3;)%>()*63+)$(*#";+%+=*30*4+(*D440*D;4K*3*=%H(+*&";D36(N

18* X%6;4M300Y*J*"+%0*4D*@4M(;*(Q"3$*04*4+(*K%$$%4+0'*4D*3*M300N
19* S"K(+Y*1+%0*4D*K(3&";(K(+0*4D*0'(*3K4"+0*4D*#;%='0+(&&*0'30*64K(&*D;4K*3*$%='0*&4";6(N
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66.* 2(H(;*@"0*3*$3K@*+(3;*3*)46"K(+0*4;*+(3;*0'(*9;(^(L0%+="%&'%+=*&/&0(KN

67.* E";+*4DD*$%='0&*M'(+*0'(*;44K*%&*+40*%+*"&(N

Figures 3 and 4:*S%='0*)(=;3)30%4+

Safety and Security

X4&0*S%#;3;%(&*3;(*@"#$%6*366(&&*#"%$)%+=&*3+)*&'4"$)*#(*&"#[(60()*04*&0;%60*$(=%&$30%4+*
64+6(;+%+=*&3D(0/*3+)*&(6";%0/N

J*M;%00(+*_%&3&0(;*!$3+ 20*M%$$*K3F(*%0*@4&&%#$(*04*;(&@4+)*(D96%(+0$/*3+)*Q"%6F$/*04*3+*(K(;-
=(+6/N*E'%&*@$3+*&'4"$)*%+6$")(*@;(H(+0%H(*3+)*;(64H(;/*K(3&";(&*3&*M($$*3&*0;3%+%+=*64K-
@4+(+0&N*V0*%&*H(;/*%K@4;03+0*04*'3H(*3*_%&3&0(;*!$3+*M;%00(+*#(63"&(*%+*0'(*64+D"&%4+*
4D*3+*(K(;=(+6/*&4K(*%+&0;"60%4+*63+*#(*D4;=400(+N*_%&0;%#"0(*3*64@/*4D*0'(*@$3+*04*(36'*
@(;&4+*;(&@4+&%#$(*D4;*3&&%&0%+=*%+*3+*(K(;=(+6/N*`(H%(M*0'(*@$3+*30*$(3&0*(H(;/*0M4*/(3;&N

A%;(

E'(*;%&F*4D*9;(*%&*H(;/*'%='*%+*3*S%#;3;/*#(63"&(*0'(*64$$(60%4+&*3;(*$3;=($/*k3KK3#$(*
dA%=";(*BfN

68.* 5Q"%@*3$$*&04;3=(*3;(3&*M%0'*3*9;(*)(0(60%4+*3$3;K*M%;()*)%;(60$/*04*0'(*$463$*9;(*
)(@3;0K(+0*4;*04*3*,i^'4";*K4+%04;N*:4+&"$0*3*9;(*&3D(0/*(+=%+((;*D4;*0'(*6'4%6(*
4D*0'(*K4&0*3@@;4@;%30(*)(0(604;&*3+)*3$3;K&N*A4$$4M*0'(*K3+"D360";(;m&*&@(6%9-
630%4+&*D4;*%+&03$$30%4+7*K3%+0(+3+6(*3+)*0(&0&N

69.* A%+)*0'(*K4&0*3@@;4@;%30(*M3/*D4;*9;(*&"@@;(&&%4+N*8@;%+F$(;&*3;(*64+&%)(;()*#/*K4&0*
9;(*&3D(0/*@;4D(&&%4+3$&7*$%#;3;%3+&7*3;6'%H%&0&7*3+)*64+&(;H304;&*04*#(*0'(*#(&0*@;40(6-
0%4+*D;4K*9;(*D4;*$%#;3;%(&*3+)*3;6'%H(&N*:4+&"$0*3*9;(*&3D(0/*(+=%+((;*04*F+4M*0'(*$30-
(&0*0(6'+4$4=%(&*%+*0'%&*9($)N*2(H(;*"&(*3*&/&0(K*0'30*63+*'3H(*3*)3K3=%+=*(DD(60*
4+*0'(*(+H%;4+K(+0N

70.* 5H(;/*&04;3=(*3;(3*&'4"$)*'3H(*&(H(;3$*@4;03#$(*D%;(*(L0%+="%&'(;&N*803DD*&'4"$)*
#(*0;3%+()*%+*0'(%;*"&(N*V+&@(60*3+)*;(="$3;$/*K3%+03%+*0'(*@4;03#$(*(L0%+="%&'(;&N

20* _%&3&0(;*!$3+Y*8(0*4D*&/&0(K30%6*3+)*4;=3+%&()*@;46()";(&*0'30*6$(3;$/*)(03%$*M'30*+(()&*04*#(*)4+(7*'4M7*
M'(+7*3+)*#/*M'4K*#(D4;(*3+)*3D0(;*0'(*0%K(*3+*3+0%6%@30()*)%&3&0;4"&*(H(+0*466";&N

I
*2
30
%4
+3
$*S
%#
;3
;/
*4
D*2
(M
*r
(3
$3
+)

I
*1
+%
H(
;&
%0/
*S
%#
;3
;/
*4
D*2
40
;(
*_
3K
(
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71.* V$$"K%+30()*@3+($&*K"&0*#(*@$36()*30*(36'*)44;*3+)*(K(;=(+6/*(L%07*%+)%630%+=*
0'(*M3/*4"0N*E;3%+*&03DD*4+*(H36"30%4+*@;46()";(&N

b30(;

J+40'(;*%K@4;03+0*;%&F*%&*M30(;*dA%=";(*hfO*(H(+*3*K%+4;*M30(;*366%)(+0*&"6'*3&*3*@(;K(3-
#$(*@%@(*63+*63"&(*(L0(+&%H(*3+)*%;;(@3;3#$(*)3K3=(*04*64$$(60%4+&N

72.* JH4%)*&04;3=(*%+*#3&(K(+0&N*V+&03$$*M30(;^&(+&%+=*3$3;K&*04*)(0(60*0'(*@;(&(+6(*4D*M3-
0(;*%D*0'(*)46"K(+0&*'3H(*04*#(*&04;()*%+*3*#3&(K(+0*4;*%+*3+40'(;*@$36(*M'(;(*0'(;(*
%&*3*0';(30*4D*k44)%+=N*`(="$3;$/*%+&@(60*;44D*64H(;%+=&7*)"60&*3+)*@%@(&N

73.* 2(H(;*&04;(*K30(;%3$&*"+)(;*M30(;*@%@(&7*3%;^64+)%0%4+%+=*(Q"%@K(+0*4;*40'(;*&4";6(&*
4D*M30(;N*E4*@;40(60*0'(*#44F&*3=3%+&0*)3K@+(&&*64K%+=*"@*D;4K*0'(*k44;7*0'(*$4M(;*
&'($D*K"&0*#(*30*$(3&0*.B*6(+0%K(0;(&*3#4H(*k44;*$(H($N*2(H(;*&04;(*#44F&*4+*0'(*k44;7*
+40*(H(+*D4;*3*0(K@4;3;/*@(;%4)N

74.* E;3%+*&03DD*%+*0'(*)%DD(;(+0*);/%+=*0(6'+%Q"(&*D4;*)3K@*3+)*M(0*#44F&N

Figures 5 and 6:*_3K3=(*63"&()*#/*9;(*d$(D0f*3+)*M30(;*d;%='0f

E'(D0ac3+)3$%&K

\(63"&(*4D*0'(*'%='*H3$"(*4D*K30(;%3$&*%+*$%#;3;%(&*3+)*3;6'%H(&7*3)(Q"30(*@;40(60%4+*D;4K*
0'(D0*3+)*H3+)3$%&K*K"&0*#(*@;4H%)()N*E'%&*@;40(60%4+*63+*;3+=(*%+*64K@$(L%0/*D;4K*&%K@$(*
$46F&*04*($3#4;30(*&(6";%0/*&/&0(K&N*V+*=(+(;3$7*$%#;3;%(&*3+)*3;6'%H(&*0'30*'4"&(*64$$(6-
0%4+&*4D*@(;K3+(+0*H3$"(*&'4"$)*#(*M($$*&(6";()*)";%+=*'4";&*M'(+*0'(*#"%$)%+=*%&*6$4&()*
04*0'(*@"#$%6*3+)*M($$*64+0;4$$()*)";%+=*4@(+%+=*'4";&N

75.* _";%+=*M4;F%+=*'4";&*4+$/*4+(*(+0;3+6(a(L%0*%&*M4;F%+=N*J$$*40'(;*)44;&*&'4"$)*#(*"+-
)(;*3$3;KN

76.* 2(H(;*$(3H(*3*;(&(3;6'(;*3$4+(*%+*0'(*&04;3=(*3;(3N*R(a&'(*K"&0*#(*3664K@3+%()*
30*3$$*0%K(&*#/*3*&03DD*K(K#(;N

77.* E'(*366(&&*04*&04;3=(*3;(3&*3+)*04*&04;3=(*F(/&*&'4"$)*#(*&0;%60$/*$%K%0()N*W(/&*&'4"$)*
#(*+40*;(@;4)"6%#$(N*J*$%&0*4D*F(/*'4$)(;&*&'4"$)*#(*F(@0*6";;(+0*3+)*0'(*F(/&*&'4"$)*
#(*;(0";+()*M'(+*3*&03DD*K(K#(;*$(3H(&*0'(*V+&0%0"0%4+N

I
*E
'(
*J
;6
'%
H(
&*
4D
*0'
(*
`(
@"
#$
%6
*4
D*8
$4
H(
+%
3

I
*1
2
58
:<
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78.* !(;%K(0(;*%+0;"&%4+*3$3;K*3+)*K40%4+*)(0(60%4+*&'4"$)*#(*%+&03$$()*3+)*64++(60()*
M%0'*0'(*$463$*@4$%6(*)(@3;0K(+0*4;*3+40'(;*&(6";%0/*3=(+6/*M4;F%+=*M%0'*0'(*S%#;3;/N

79.* `(&(3;6'(;&*&'4"$)*@;(&(+0*3+*%)(+0%9630%4+*63;)*3+)*$(3H(*0'(*63;)*30*0'(*(+0;3+6(N

80.* VD*3+/*K30(;%3$&*3;(*&04$(+7*64+0360*0'(*@4$%6(N*Z%H(*0'(*@4$%6(*3*M;%00(+*)(&6;%@-
0%4+*4D*0'(*)46"K(+0d&f*&04$(+*M%0'*3*@'404*3+)*&4K(*%)(+0%D/%+=*)(03%$&N

\%4$4=%63$*3=(+0

E'(*@;%K3;/*#%4$4=%63$*3=(+0&*0'30*63"&(*)3K3=(*04*S%#;3;/*3+)*3;6'%H3$*64$$(60%4+&*
3;(*K4"$)7*;4)(+0&*3+)*%+&(60&*dA%=";(&*.*3+)*,f7*3$0'4"='*)4=&7*630&7*#%;)&*3+)*'"-
K3+&*3$&4*'3;K*K30(;%3$&N*X4"$)*3+)*%+&(60*)3K3=(*63+*@4&(*3*&(;%4"&*0';(307*(&-
@(6%3$$/*04*V+&0%0"0%4+&*$4630()*%+*3*'407*'"K%)*6$%K30(*4;*+(3;*3*$3;=(*#4)/*4D*M30(;*
M'(;(*'"K%)%0/*%&*'%='N*E'(&(*)3K3=(&*63+*#(*)(H3&030%+=*3+)*K(3&";(&*&'4"$)*
#(*03F(+*04*3H4%)*%0&*466";;(+6(N

81.* X3%+03%+*3*@;4@(;*$(H($*4D*0(K@(;30";(*3+)*;($30%H(*'"K%)%0/*3+)*=44)*3%;*6%;6"$30%4+*
4D*3%;N*:$(3+*0'(*&04;3=(*3;(3*;(="$3;$/N*V)(3$$/*0'(*0(K@(;30";(*&'4"$)*+(H(;*=4*3#4H(*
,,o:*3+)*0'(*;($30%H(*'"K%)%0/*3#4H(*h-*@(;6(+0N

82.* _44;&*3+)*M%+)4M&*&'4"$)*#(*F(@0*6$4&()*3&*K"6'*3&*@4&&%#$(N*A%0*3$$*4@(+%+=&*M%0'*
3*=;%)*0'30*'3&*3*&K3$$*(+4"='*K(&'*04*F((@*%+&(60&*4"0*M'%$(*+40*;(&0;%60%+=*3%;k4MN

83.* :'(6F*+(M*K30(;%3$*0'30*(+0(;&*0'(*&04;3=(*3;(3&N*_(H($4@*3*&0;%60*@;46()";(*
D4;*+(M*36Q"%&%0%4+&*4;*D4;*)46"K(+0&*64K%+=*#36F*D;4K*3+*4"0&%)(*(L'%#%0%4+N*
8((*%D*0'(;(*%&*3+/*(H%)(+6(*4D*%+D(&030%4+N*b'(+*@4&&%#$(7*%&4$30(*0'%&*K30(;%3$*D4;*4#-
&(;H30%4+*%+*3*&@36(*3M3/*D;4K*0'(*&04;3=(&*3;(3&N*V+&@(60*0'%&*K30(;%3$*;4"0%+($/*
D4;*30*$(3&0*4+(*K4+0'N

84.* JH4%)*0'(*366"K"$30%4+*4D*6$"00(;7*)"&0*4;*D44)*0'30*K3/*300;360*%+&(60&*4;*;4)(+0&N*
`(K4H(*=3;#3=(*(H(;/*)3/N*530%+=*3+)*);%+F%+=*%&*@;4'%#%0()*%+*0'(*&04;3=(*3;(3&N

85.* 804;3=(*3;(3&*K"&0*#(*6$(3+()*;4"0%+($/N*:'(6F*D4;*&03%+&*3+)*&%=+&*4D*3*#%4$4=%63$*
3=(+0N*VD*3+/*%+&(60*#4)/*4;*(==*63&(*%&*)%&64H(;()*;(K4H(*%0*%KK()%30($/N*1&(*3*H36-
""K*6$(3+(;*900()*M%0'*3*R5!J*9$0(;N

86.* VD*3+*%+D(&030%4+*%&*)%&64H(;()*64+0360*3*64+&(;H304;*3+)*@;(&(;H30%4+*@;4D(&&%4+3$*
D4;*3)H%&(N*V&4$30(*0'(*%+D(&0()*)46"K(+0&N*V)(+0%D/*0'(*#%4$4=%63$*3=(+0N

87.* 2(H(;*&@;3/*=(+(;3$*%+&(60%6%)(*)%;(60$/*4+*0'(*)46"K(+0&N

88.* 1&(*=$4H(&*3+)*K3&F&*M'(+*K%6;44;=3+%&K&*3@@(3;N

89.* <#&(;H(*3+)*)46"K(+0*(36'*%+&(60*4;*"+"&"3$*0'%+=*4+*K3+"&6;%@0&N*W((@*3+*366";30(*
)46"K(+030%4+*4+*3$$*0/@(&*4D*%+0(;H(+0%4+*4+*0'(*#"%$)%+=7*@;4)"60&*4;*(Q"%@K(+0N

90.* :'44&(*3*0;(30K(+0j6'(K%63$*4;*+4+^6'(K%63$N
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SPACE ORGANISATION

b'%$(*(36'*&04;3=(*3;(3*%&*"+%Q"(*M%0'*%0&*4M+*&(0*4D*@;4#$(K&*3+)*64+&0;3%+0&7*%0*%&*@4&-
&%#$(*04*'3H(*3*$%&0*4D*&"==(&0%4+&*3+)*;(64KK(+)30%4+&*0'30*3;(*"+%H(;&3$N*V0*%&*%K@4;03+0*
04*4;=3+%&(*&04;3=(*&@36(&*%+*0'(*#(&0*M3/*&4*0'30*0'(*$4630%4+*4D*&'($H(&*%&*3&*&3D(*3&*@4&-
&%#$(*3+)*6%;6"$30%4+*%+*0'(*&04;3=(*3;(3*%&*(3&/*3+)*)4(&+m0*;(@;(&(+0*3*;%&F*4D*)(=;3)30%4+*
D4;*0'(*)46"K(+0&*dA%=";(&*?*3+)*gfN

91.* b(%='0*(&0%K30(&*+(()*04*%+6$")(*D$44;*0;(30K(+07*D";+%0";(*0;36F&*3+)*D%00%+=&7*
3+)*&'($D*3+)*);3M(;*$43)&*3&*M($$*3&*0'(*D";+%0";(N*J*&0;"60";3$*(+=%+((;*&'4"$)*
#(*64+&"$0()N

92.* 8'($H(&*&'4"$)*#(*3&*4@(+*3&*@4&&%#$(N*Z44)*3%;*6%;6"$30%4+*'($@&*@;(H(+0*0'(*#"%$)^
"@*4D*K4%&0";(*3+)*36%)%6*=3&&(&N*8@36%+=*4D*&'($H(&*K"&0*#(*$3;=(*(+4"='*04*(+&";(*
@;4@(;*3%;*6%;6"$30%4+N

93.* :4;;%)4;&*#(0M((+*&'($H(&*K"&0*#(*$3;=(*(+4"='*04*3$$4M*0'(*(3&/*6%;6"$30%4+*4D*@(;-
&4+&*3+)*0;4$$(/&N

94.* E'(*$4M(;*&'($D*K"&0*#(*30*$(3&0*.B*6(+0%K(0;(&*3#4H(*D$44;*$(H($N*E'%&*%&*04*@;40(60*
0'(*#44F&*3=3%+&0*;4)(+0&*3+)*)3K@+(&&*64K%+=*"@*D;4K*0'(*k44;N

95.* E;/*+40*04*@$36(*&'($H(&*4;*40'(;*&04;3=(*"+%0&*3$4+=*(L0(;%4;*M3$$&N*E'(&(*3;(3&*3;(*&"#-
[(60*04*0(K@(;30";(*3+)*'"K%)%0/*6'3+=(&*D;4K*4"0&%)(*M'%6'*63+*$(3)*04*K4%&0";(7*
64+)(+&30%4+*3+)*K4"$)N*S(3H(*3*D(M*%+6'(&*4D*D;((*&@36(*#(0M((+*&'($H%+=*"+%0&*
3+)*0'(*M3$$*04*3$$4M*D4;*3%;*6%;6"$30%4+N

Furniture

E'(;(*3;(*3&*K3+/*H3;%(0%(&*4D*S%#;3;/*&036F&*3+)*&'($H%+=*3&*0'(;(*3;(*K30(;%3$&*0'30*
&%0*4+*0'(*&'($H(&N*8%+6(*#44F*&036F&*63+*466"@/*K4;(*0'3+*B-*@(;6(+0*4D*3*S%#;3;/m&*&@36(7*
63;(D"$*@$3++%+=*D4;*&'($H%+=*63+*#(*3*$3;=(*@3;0*4D*3*S%#;3;/*#"%$)%+=*@;4[(60N*:4K@4+(+0&*
3+)*366(&&4;%(&*%+6$")(*(+)*@3+($&7*63+4@/*04@&7*&$4@()*&'($H(&7*&$400()*)%H%)(;*&'($H(&7*)%&-
@$3/*&'($H(&7*3+)*;(0;3603#$(*%+)(L*&'($H(&N*E'(*&($(60%4+*4D*&"%03#$(*&04;3=(*D";+%0";(*%&*3*64K-
@$%630()*03&FN*b'30*64+&0%0"0(&*366(@03#$(*&04;3=(*D";+%0";(*63+*6'3+=(*;3@%)$/*dA%=";(&*?*
3+)*gfN*!44;*Q"3$%0/*&04;3=(*D";+%0";(*=;(30$/*366($(;30(&*0'(*)(0(;%4;30%4+*4D*64$$(60%4+&N

96.* :4+&"$0*3*@;(&(;H30%4+*&@(6%3$%&0*4;*3*@;(H(+0%H(*64+&(;H30%4+*&@(6%3$%&0*D4;*0'(*6'4%6(*
4D*0'(*3)3@0()*D";+%0";(N

97.* A";+%0";(*'3&*04*#(*%+(;0 217*+4+^64K#"&0%#$(7*+4+^64;;4&%H(N*E'(*#(&0*D";+%0";(*D4;*&04;-
3=(*%&*K3)(*D;4K*&0(($*M%0'*H3;%4"&*@4M)(;*6430%+=&N*J&F*0'(*H(+)4;*D4;*0(6'+%63$*
&@(6%9630%4+&N*JH4%)*#3F()*(+3K($*6430%+=&*#(63"&(*0'(/*63+*=%H(*4DD*D4;K3$)('/)( 22 

21* V+(;0Y*803#$(*3+)*"+;(360%H(*"+)(;*&@(6%9()*64+)%0%4+&N*240*;(3)%$/*;(360%H(*M%0'*40'(;*($(K(+0&O*D4;K%+=*
D(M*4;*+4*6'(K%63$*64K@4"+)&N

22* A4;K3$)('/)(Y*dR:R<f*E4L%67*64$4";$(&&7*D4"$^&K($$%+=7*"&()*3&*3*64KK4+*64+&0%0"(+0*4D*3)'(&%H(&*%+*@3;0%6$(*
#43;)7*63;@(0%+=*3+)*D";+%0";(N*:3+*63"&(*'(3$0'*@;4#$(K&*04*@(4@$(*3+)*)3K3=(*04*)46"K(+0&*$%F(*@'404&N



26

3+)*40'(;*H4$30%$(*@4$$"03+0&N*J+40'(;*@4&&%#%$%0/*%&*3+4)%>()*3$"K%+%"K*&04;3=(*D";+%-
0";(O*%0*%&*&0;4+=*3+)*$%='0*#"0*(L@(+&%H(N

98.* 8'($H(&*%+*6';4K(*@$30(*&0(($*3;(*3*&"%03#$(*6'4%6(*D4;*#4L()*K30(;%3$&N*J+40'(;*4@-
0%4+*%&*04*$%+(*&"6'*&'($H(&*M%0'*3+*%+(;0*K30(;%3$N

99.* b44)*63+*#(*'3;KD"$*04*64$$(60%4+&*3&*%0*;($(3&(&*36%)& 23*4;*40'(;*&"#&03+6(&*64K-
%+=*D;4K*3)'(&%H(&N*Z(+(;3$$/*%0*%&*&0;4+=$/*;(64KK(+)()*+40*04*"&(*M44)(+*&04;-
3=(*D";+%0";(7*#"0*&4K(0%K(&*0'(*D";+%0";(*%&*3$;(3)/*%+*@$36(*3+)*K"&0*#(*3)3@0()N*
b44)*D";+%0";(*&'4"$)*#(*&(3$()*4;*$%+()*M%0'*3+*(DD(60%H(*#3;;%(;*$%F(*3*0M4^@3;0*(@4L/*
@3%+07*%+(;0*K(03$$%6*$3K%+30( 247*#3;;%(;*9$K 257*=$3&&7*@4$/K(0'/$*K(0'36;%$30( 267*(06N*
JD0(;*&(3$%+=*0'(*M44)7*3$$4M*%0*04*6";(*D4;*&(H(;3$*M((F&*#(D4;(*&'($H%+=*/4";*64$$(6-
0%4+N*b3%0*"+0%$*0'(;(*%&*+4*$4+=(;*3+*4)4";*64K%+=*D;4K*0'(*&(3$3+0N*J*6'(K%63$*&K($$*
K(3+&*0'30*0'(*9+%&'*%&*+40*/(0*&3D(*D4;*/4";*64$$(60%4+N

100.*804;3=(*D";+%0";(*&'4"$)*'3H(*3*&K440'7*+4+^3#;3&%H(*9+%&'N*E'(*D";+%0";(*&'4"$)*
#(*D;((*4D*&'3;@*()=(&*3+)*@;40;"&%4+&N*5L@4&()*+"0&*3+)*#4$0&*3;(*@3;0%6"$3;$/*'3>-
3;)4"&N*E'(*D";+%0";(*&'4"$)*#(*&0;4+=*(+4"='*0'30*%0*M%$$*+40*#(+)*4;*M3;@*M'(+*9$$()N*
8'($H%+=*&'4"$)*#(*#4$0()*04=(0'(;*3&*M($$*3&*#4$0()*04*0'(*k44;N

101.*E'(* $4M(&0*&04;3=(*3;(3* %+* 0'(*D";+%0";(*&'4"$)*#(*30* $(3&0*.-*04*.B*6(+0%K(-
0;(&*4DD*0'(*k44;*04*@;40(60*64$$(60%4+&*D;4K*M30(;*)3K3=(*%+*0'(*(H(+0*4D*3*k44)N*
1&(*&'($H(&*6$4&()*#/*3*@3+($*30*0'(%;*04@*04*@;40(60*0'(*)46"K(+0&*3=3%+&0*)"&0N*
JH4%)*&'($H(&*0'30*3;(*044*'%='*3&*)46"K(+0&*K"&0*#(*M%0'%+*(3&/*;(36'N

102.*_"(*04*0'(*D;(Q"(+6/*3+)*@40(+0%3$*&(H(;%0/*4D*&(%&K%6*360%H%0/*0';4"='4"0*:(+0;3$*J&%37*
0'%&*)46"K(+0*4+*0'(*)(&%=+7*D(30";(&*3+)*"&(*4D*&'($H%+=*K"&0*3664;)%+=$/*3));(&&*
0'(&(*&(%&K%6*D4;6(&*3+)*0'(%;*@40(+0%3$*%K@360*4+*#40'*0'(*64+&0;"60%4+*3+)*%+&03$$3-
0%4+*4D*S%#;3;/*&'($H%+=N*E'(*03&F*4D*300(K@0%+=*04*;(&%&0*0'(*H(;0%63$*3+)*$30(;3$*D4;6(&*
6;(30()*%+*3+*(3;0'Q"3F(*;(Q"%;(&*&0;"60";3$$/*(+'3+6()*&'($H%+=*&0;"60";(&*3+)*&@(-
6%3$*3+6'4;%+=*@;46()";(&*%+*%+&03$$30%4+N

Figures 7 and 8:*J@@;4@;%30(*&@36(*4;=3+%&30%4+*3+)*D";+%0";(

23* J6%)Y*8"#&03+6(*4;*K30(;%3$*M%0'*3*@R*#(0M((+*-*3+)*$(&&*0'3+*?N
24* X3;H($&(3$p*Ch-*3+)*i?-*4;*!:EA5Y*@4$/6'$4;40;%k"4;4(0'/$(+(N
25* J$6$3;
26* !$(L%=$3&&p
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PROCESSING/MANIPULATION

!;4@(;$/*@;(@3;%+=*4;*@;46(&&%+=*)46"K(+0&*@;%4;*04*&04;3=(*63+*&3H(*0'(*)46"*K(+0&*
D;4K*3*$40*4D*D"0";(*)3K3=(N*83D(*@;46(&&%+=*3+)*'3+)$%+=*4D*K30(*;%3$&*%&*#3&%63$$/*3*K30-
0(;*4D*64KK4+*&(+&(*#"0*M'30*%&*+(6(&&3;/*%&*04*#(*64+&03+0$/*3M3;(*0'30*0'(*)46"K(+0&*
@;46(&&()*3+)*K3+%@"$30()*3;(*4D0(+*4$)7*D;3=%$(7*3+)*%;;(@$36(3#$(N

103.*!;4H%)(*D;((*&@36(&*04*$3/*4"0*0'(*)46"K(+0&*"+)(;*@;46(&&N

104.*:$(3+*'3+)&*3;(*H(;/*%K@4;03+0N*_%;0*3+)*4%$&*63+*63"&(*@(;K3+(+0*)3K3=(*
04*3*)46"K(+0*0'30*K3/*+40*#(*+40%6()*"+0%$*/(3;&*$30(;N*_4*+40*(307*);%+F*4;*&K4F(*
M'(+*'3+)$%+=*)46"K(+0&N*84K(*0/@(&*4D*)46"K(+0&*$%F(*@'404&7*@3;6'K(+0&7*
$(30'(;7*(06N7*3;(*(&@(6%3$$/*&(+&%0%H(*04*9+=(;@;%+0&*3+)*4%$&N*b'%0(*64004+*=$4H(&*
&'4"$)*3$M3/&*#(*M4;+*M'(+*'3+)$%+=*@'404&N

105.*`(K4H(*D3&0(+(;&*&"6'*3&*;"##(;*#3+)&7*&03@$(&*3+)*@3@(;*6$%@&*#(D4;(*&04;-
3=(*dA%=";(*GfN*E4*F((@*=;4"@&*4D*)46"K(+0&*04=(0'(;*3D0(;*3*D3&0(+(;*%&*;(K4H()7*
/4"*63+*K3F(*3*D4$)(;*4"0*4D*3*@%(6(*4D*=44)*Q"3$%0/*@3@(;*3+)*@$36(*0'(*)46"K(+0&*
%+&%)(N*J+/*3))%0%4+3$*K30(;%3$&*&"6'*3&*@;(&&()*k4M(;&7*$46F&*4D*'3%;*3+)*+(M&@3-
@(;*6$%@@%+=&*&'4"$)*#(*;(K4H()*3+)*&04;()*&(@3;30($/*D;4K*0'(*40'(;*K30(;%3$&N

Figures 9:*`(K4H(*D3&0(+(;&

106.*JH4%)*"&%+=*@;(&&";(^&(+&%0%H(*03@(*4D*3+/*F%+)*4+*)46"K(+0&*M'(+*@;(@3;%+=*0'(K*
D4;*&04;3=(N*E3@(*3)'(&%H(&*63+*&%+F*%+04*3+)*&30";30(*0'(*@3@(;N*E'(/*63+*3$&4*
44>(*4"0*D;4K*"+)(;*0'(%;*63;;%(;&7*&0%6F%+=*04*3+)*&03%+%+=*+(3;#/*)46"K(+0&N*5H(+*
0'(*&4^63$$()*P3;6'%H3$T*03@(&*M%$$*)(=;3)(*4H(;*0%K(*3+)*3;(*+40*;(64KK(+)()*
D4;*"&(*4+*)46"K(+0&N

107.* _(9+(*3*@;40464$*D4;*&03K@%+=N*E'(*&03K@*&'4"$)*#(*+4+^D3)%+=*d&03#$(*30*$(3&0*
.--*/(3;&f7*+40*;(K4H3#$(*M%0'*&4$H(+0&7*+4+^)(&0;"60%H(*04*@3@(;*3+)*&'4"$)*+(%-
0'(;*#$(()*+4;*K%=;30(*4+04*3)[36(+0*@3@(;N*803K@&*3;(*K3)(*4D*'%='*Q"3$%0/7*&'3;@-
$/*6"0*;"##(;7*@$3&0%6*4;*M44)N*E'(*%K3=(*4D*0'(*K3;F*&'4"$)*64+&%&0*4D*0'%+*$%+(&N*
E'(*%+F*"&()*D4;*0'(*&03K@*'3&*04*#(*+4+^#$(()%+=7*+4+^K%=;30%+=7*;(&%&03+0*04*&4$H(+0&*
3+)*#$(36'%+=*3+)*+40*#(*6'(K%63$$/*)3K3=%+=*D4;*0'(*)46"K(+0N*E'(*(L360*@$36(K(+0*
4D*&03K@&*4+*@3@(;^#3&()*K30(;%3$&*%&*=4H(;+()*#/*@;(D(;(+6(7*(&03#$%&'()*@;360%6(7*
3+)*64KK4+*&(+&(N*A4;*(L3K@$(*0'(/*63+*#(*@$36()*%+*0'(*&3K(*@$36(*4D*0'(*&3K(*
@3=(*4+*(36'*)46"K(+0*M'(;(*0'(/*3;(*(3&/*04*$4630(*3+)*;(3)%$/*H%&%#$(N
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108.*W((@*3*D;((*&@36(*4D*30*$(3&0*B*6(+0%K(0;(&*#(0M((+*#44F&*3+)*0'(*;(3;*@3+($*
4D*0'(*&'($DN

109.*804;(*$(30'(;*#%+)%+=&*3@3;0*D;4K*@3@(;a63;)#43;)*3+)*D3#;%6*#%+)%+=&N*E3++()*
3+)*36%)*$(30'(;*K%='0*&4%$*@3@(;*3+)*D3#;%6*#%+)%+=&N

110.*_3K3=()*#44F&*&'4"$)*+(H(;*#(*'($)*04=(0'(;*M%0'*;"##(;*#3+)&*4;*&0;%+=N*E'(/*
&'4"$)*#(*#4L()*4;*M;3@@()*%+*@3@(;*4;*0%()*M%0'*3*k30*"+)/()*64004+7*$%+(+*4;*@4$/-
(&0(;*03@(N

111.*J*k30*@3@(;*64$$(60%4+*&'4"$)*#(*4;=3+%&()*#/*&%>(*3+)*&04;()*k30N*_46"K(+0&*
&'4"$)*#(*'4"&()*%+*36%)^D;(( 27*D4$)(;&N*V)(3$$/*+4*K4;(*0'3+*.-*04*.B*&'((0&*
&'4"$)*#(*@$36()* %+04*(36'* D4$)(;N*E'(*K4;(*H3$"3#$(*4;* D;3=%$(*)46"K(+0&*
&'4"$)*#(*@$36()*%+04*%+)%H%)"3$*D4$)(;&N*VD*0'(*&@36(*%&*+40*$3;=(*(+4"='*04*&04;(*
3*$3;=(*)46"K(+0*k307*;30'(;*0'3+*D4$)%+=*0'(*)46"K(+0*%0*M4"$)*#(*#(00(;*04*;4$$*
0'(*%0(K*4+*d+40*%+f*3*;%=%)7*6'(K%63$*%+(;0*0"#(*&(H(;3$*6(+0%K(0;(&*$3;=(;7*%+*#40'*
)%K(+&%4+&7*0'3+*0'(*$3;=(&0* %0(K*#(%+=*;4$$()N*JD0(;*0'(*)46"K(+0* %&*;4$$()7*
@"0*4+(*04*&%L*&%K%$3;^&%>(*)46"K(+0&*4+*0'(*0"#(*3+)*M;3@*%0*M%0'*3*@%(6(*4D*=44)^
Q"3$%0/*@3@(;*04*@;40(60*%0*D;4K*)"&0*3+)*'3+)$%+=N*`4$$()*)46"K(+0&*&'4"$)*
#(*&04;()*'4;%>4+03$$/N

112.*_4*+40*@"$$*#44F&*4"0*#/*0'(%;*'(3)63@N*R(3)63@&*3;(*D;3=%$(*3+)*0'(%;*)(*0(**;%4^
;30%4+*$(3)&*04*0'(*$44&(+%+=*4D*0'(*&@%+(N*Z;3&@*0'(*#44F*%+*0'(*K%))$(*4D*0'(*&@%+(*
3+)*&$%='0$/*$%D0*%0*M'%$(*K4H%+=*3&%)(*0'(*H4$"K(&*k3+F%+=*%0N*V+*0'(*(H(+0*4D*&"D9-
6%(+0*&@36(*3#4H(7*&$%)(*0'(*#44F*04M3;)&*/4"*4+*%0&*D4;(*()=(N

113.*2(H(;*D4;6(*3*#44F*%+04*%0&*&'($D*@4&%0%4+N

114.*J$M3/&*K3+%@"$30(*3*)46"K(+0jk307*;4$$()*4;*#4"+)j4+*3*k307*;%=%)7*6$(3+*3+)*&"D9-
6%(+0$/*$3;=(*&";D36(N*\(*63;(D"$*M%0'*3$$*0/@(&*4D*K3+%@"$30%4+*$%F(*"+D4$)%+=*4;*"+;4$$-
%+=N*8((F*0'(*&(;H%6(&*4D*3*@;4D(&&%4+3$*64+&(;H304;N

Shelving/Packaging

\44F&*K"&0*#(*&'($H()*%+*3*$4=%63$7*&0;"60";()*&/&0(K7*40'(;M%&(*$4630%+=*&@(6%96*#44F&*
Q"%6F$/*#(64K(&*%K@4&&%#$(*dA%=";(&*.,*04*.GfN*536'*S%#;3;/*63+*'3H(*3*)%DD(;(+0*&/&-
0(K*04*4;=3+%&(*#44F&N*E'%&*&/&0(K*&'4"$)*#(*0'(*;(&"$0*4D*360%H(*;(&(3;6'*0'30*)%6030(&*
0'(*K4&0*"&(D"$*4@0%4+*D4;*0'(*S%#;3;/N*A4$$4M*+30%4+3$*4;*%+0(;+30%4+3$*&03+)3;)&N

115.*\4L7*i^k3@*(+6$4&";(&*3+)*D4$)(;&*&'4"$)*@;40(60*K3+"&6;%@0&*3+)*3;6'%H(*)46"K(+0&*
dA%=";(&*.-*3+)*..fN*804;3=(*64+03%+(;&*@;40(60*64$$(60%4+&*D;4K*)%;0*3+)*$%='07*0'(/*
D36%$%030(*4;=3+%&30%4+7*'3+)$%+=*3+)*%)(+0%9630%4+7*3+)*0'(/*'($@*#"DD(; 28*;3@%)*(+H%-
;4+K(+03$*6'3+=(&*0'30*63+*&0;(&&*0'(*)46"K(+0&N*_;4@^&@%+(*#4L(&*3;(*@;(D(;3#$(*
#(63"&(*0'(/*@;4H%)(*#(00(;*&"@@4;0*3+)*F((@*#44F&*6$(3+(;N

27* J6%)^D;((Y*X30(;%3$7*=(+(;3$$/*@3@(;*4;*#43;)7*0'30*'3&*3*+("0;3$*4;*#3&%6*@R*d?*4;*&$%='0$/*=;(30(;fN*
V0*63+*#(*K3)(*D;4K*3+/*6($$"$4&(*9#;(*3&*$4+=*3&*0'(*360%H(*36%)*@"$@*%&*($%K%+30()*)";%+=*@;46(&&%+=N

28* \"DD(;Y*84K(0'%+=*0'30*K%+%K%&(&7*K%0%=30(&*4;*3#&4;#&*0'(*&'46F*4D*3+*%K@360N
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116.*804;(*;3;(*K3+"&6;%@0&*3+)*#44F&*0'30*3;(*%+*H($$"K7*3;(*)(0(;%4;30()*4;*'3H(*H3$"3#$(*
#%+)%+=*%+*03%$4;^K3)(*#4L(&*3+)*$3/*0'(K*k30N*804;(*#44F&*M%0'*K(03$*64K@4+(+0&*
%+*03%$4;^K3)(*#4L(&*&@(6%963$$/*)(&%=+()*D4;*0'(&(*H4$"K(&N*VD*&04;()*4+*&'($H(&7*
0'(*K(03$*64K@4+(+0&*3;(*$%F($/*04*)3K3=(*0'(*#44F&*&04;()*4+*(%0'(;*&%)(N

117.* _(9+(*3*@;40464$*D4;*0'(*$3#($$%+=*3+)*$4630%4+*4D*#44F&*3+)*)46"K(+0&O*30036'*
0'(*$3#($*04*(36'*#44FN*S3#($&*3;(*3*=;(30*3%)*M'(+*#44F&*3;(*;(3)/*04*#(*&'($H()*
3+)*M%$$*'($@*04*$4630(*3*#44F*M'(+*%0*%&*3$;(3)/*&'($H()N

118.*S3#($* (36'*#44F7* )46"K(+07* (+6$4&";(* 4;* D4$)(;*M%0'* 64K@$(0(* %+D4;K30%4+*
3#4"0*%0&*64+0(+0&*04*K%+%K%&(*"++(6(&&3;/*'3+)$%+=*4D*0'(*)46"K(+0&*%+&%)(N*
1&(*3+*R\*@(+6%$*04*@$36(*%)(+0%D/%+=*%+D4;K30%4+*4+*0'(*(+6$4&";(&N*A($0^0%@@()*@(+&*
3+)*#3$$^@4%+0*@(+&*&'4"$)*+(H(;*#(*"&()7*(H(+*4+*(+6$4&";(&7*3&*0'(&(*%+F&*63+*#$(()*
3+)*@(;K3+(+0$/*&03%+*/4";*)46"K(+0&N*V)(3$$/7*H4$"K(&*&'4"$)*#(*#4L()*3+)*0'(*63$$*
+"K#(;*@$36()*4+*0'(*#4LN*A4;*H4$"K(&*0'30*3;(*+40*#4L()7*63$$*+"K#(;&*&'4"$)*
#(*0/@()*4+04*'(3H/7*36%)^D;((*@3@(;*k3=&*@$36()*%+&%)(*0'(*H4$"K(N

119.* VD*0'(*#44F&*'3H(*3*&@%+(*$3#($7*63;(*&'4"$)*#(*03F(+*04*(+&";(*0'30*0'(*$3#($*3)'(-
&%H(*;(K3%+&*(DD(60%H(7*6$(3+*3+)*k(L%#$(*4H(;*0%K(N

120.*!;40(60%H(*64+03%+(;&*K"&0*#(*K3)(*4D*6'(K%63$$/^&03#$(*K30(;%3$&*3+)*&'4"$)*
K((0*@;(&(;H30%4+*&03+)3;)&N*!44;^Q"3$%0/*64+03%+(;&*63+*)(0(;%4;30(*3+)*0';(30-
(+*0'(*@'/&%63$*3+)*6'(K%63$*&03#%$%0/N*E'(*#%==(&0*0';(30*64K(&*D;4K*36%)*K30(-
;%3$&N*A4;*0'%&*;(3&4+*%0*%&*(&&(+0%3$*0'30*&04;3=(*64+03%+(;&*3;(*K3)(*4D*36%)^D;((*
4;*6'(K%63$$/*%+(;0*K30(;%3$&N*V+0(;$(3H%+=*&'((0&*4;*D4$)(;&*&'4"$)*3$&4*K((0*0'(&(*
&@(6%9630%4+&N

Figures 10 and 11:*J@@;4@;%30(*&04;3=(*64+03%+(;&

121.*E'(*36%)%0/*3+)*3$F3$%+%0/ 29*4D*@3@(;^#3&()*K30(;%3$&7* %+6$")%+=*H3;%4"&*0/@(&*
4D*#43;)*D4;*&04;3=(*#4L(&*3+)*K30&7*%&*(L@;(&&()*#/*@R 30*3+)*#3&()*4+*3*$4=3-
;%0'K%6*&63$(*4D*>(;4*0';4"='*.iN*8(H(+*%&*0'(*+("0;3$ 31*@4%+0N*X4;(4H(;7*3*@;%K3;/*
6;%0(;%4+*D4;*6'44&%+=*@'404=;3@'*(+6$4&";(&*%&*M'(0'(;*0'(*(+6$4&";(*'3&*@3&&()*
0'(*!'404=;3@'%6*J60%H%0/*E(&0*d!JEfN*VD*0'(*(+6$4&";(&*3;(*K3)(*4D*@$3&0%6*K30(;%3$&*

29* J$F3$%Y*8"#&03+6(*4;*K30(;%3$*M%0'*3*@R*=;(30(;*0'3+*&(H(+*3+)*"@*04*.iN
30* @RY*@40(+0%3$*R/);4=(+j3*K(3&";(*4D*0'(*36%)%0/*4;*3$F3$%+%0/*4D*3*&4$"0%4+N*!";(*M30(;*'3&*3*@R*4D*&(H(+O*
36%)*&4$"0%4+&*'3H(*3*@R*$(&&*0'3+*&(H(+O*3+)*3$F3$%+(*&4$"0%4+&*3*@R*=;(30(;*0'3+*&(H(+N

31* 2("0;3$Y*8"#&03+6(*4;*K30(;%3$*'3H%+=*3*@R*4D*&(H(+7*'3H%+=*+(%0'(;*36%)*+4;*#3&%6*@;4@(;0%(&N
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#(*&";(*0'30*0'(/*K((0*@;(&(;H30%4+*&03+)3;)&N*84*D3;*4+$/*0';((*4D*0'(K*3;(*64+&%)-
(;()*%+(;0Y*@4$/@;4@/$(+(7*@4$/(&0(; 32*3+)*@4$/(0'/$(+(N*E'(/*63+*#(*"&()7*%+*D"+6-
0%4+*4D*0'(%;*0'%6F+(&&*3+)*0'(%;*&";D36(7*3&*#4L(&7*0;3/&7*D4$)(;&*3+)*%+0(;$(3H(&N

122.*X"6'*)3K3=(*63+*#(*63"&()*#/*64K@;(&&%+=*%0(K&*04=(0'(;*%+*3+*(+6$4&";(*0'30*
%&*044*&K3$$7*4;*3$$4M%+=*3*&K3$$*%0(K*04*;300$(*3;4"+)*%+*3*$3;=(*(+6$4&";(N*\(*&";(*
0'(*()=(&*4D*3*)46"K(+0*)4+s0*&0%6F*4"0*@3&0*0'(*()=(&*4D*0'(*(+6$4&";(7*3&*0'%&*$(3)&*
04*0(3;%+=7*&4%$%+=*3+)*$4&&*4D*0'(*()=(&*4+*0'(*)46"K(+0N

123.*V0*%&*&3D(&0*04*#"/*(+6$4&";(&*D4;*3;6'%H3$*64$$(60%4+&*D;4K*;(@"03#$(*)(3$(;&*M'4*"+-
)(;&03+)*3+)*3));(&&*0'(*%&&"(&*%+H4$H()*%+*;(64;)&*@;(&(;H30%4+N

124.*5H(;/*)46"K(+0*4;*64$$(60%4+*4D*)46"K(+0&*'3&*)%DD(;(+0*+(()&N*V0*%&*%K@4;03+0*M'(+*
@";6'3&%+=*(+6$4&";(&*04*=%H(*&(;%4"&*0'4"='0*04*M'30*%&*#(&0*D4;*(36'*&%0"30%4+N*
V0*%&*"&"3$$/*3*=44)*%)(3*04*@$36(*)46"K(+0&*%+&%)(*D4$)(;&7*0'(+*@$36(*0'(*D4$)(;&*
%+&%)(*3*#4L*4;*40'(;*;%=%)*(+6$4&";(N*J$$*D4$)(;&*M%0'%+*3*#4L*&'4"$)*#(*4D*3*"+%D4;K*
&%>(7*;(=3;)$(&&*4D*0'(*&%>(*4D*0'(*)46"K(+0&*%+&%)(*0'(KN*`(K(K#(;*04*3$$4M*&@36(*
D4;*&3D(*366(&&*04*D4$)(;&*%+&%)(*k30*#4L(&N

125.*\(*3M3;(*0'30*D4;K"$3&*3+)*K30(;%3$&*63+*6'3+=(*30*3+/*0%K(*M%0'4"0*/4"*F+4M%+=*%0N*
E'(*#;3+)*4D*=44)*Q"3$%0/*&$((H(&*0'4;4"='$/*(L3K%+()*0M4*/(3;&*3=4*K%='0*#(*64K-
@$(0($/*)%DD(;(+0*+4MN*E'(;(D4;(7*%0*%&*3*=44)*%)(3*04*3&F*0'(&(*Q"(&0%4+&*@(;%4)%63$$/*
04*#(*&";(*0'30*/4"*'3H(*0'(*K4&0*"@^04^)30(*%+D4;K30%4+N

126.*<+$/*&03+)3;)*&%>(*3+)*&K3$$*#44F&*0'30*3;(*%+*=44)*64+)%0%4+*K3/*#(*F(@0*"@;%='0N*
VD*&'($H(&*3;(*+40*D"$$*0'(/*63+*#(*F(@0*"@;%='0*M%0'*#44F(+)&N*\44F(+)&*K"&0*'3H(*
3*&K440'*3+)*$3;=(*&";D36(N

127.*_4*+40*&04;(*#44F&*4+*0'(%;*D4;(*()=(*4;*&@%+(N*E'%&*K%='0*&Q"((>(*0'(*&@%+(*3+)*#%+)-
%+=N*_4*+40*$(0*#44F&*@;40;")(*#(/4+)*&'($D*()=(&N*E'%&*64"$)*$(3)*04*0'(*#44F&*#(-
%+=*)3K3=()*#/*@3&&%+=*0;4$$(/&*4;*@(;&4+&N

128.*S3/*$3;=(*H4$"K(&*D$30*M%0'4"0*(L0(+)%+=*#(/4+)*0'(*()=(O*&036F*+4*K4;(*0'3+*
0M4*4;*0';((*4D*0'(*&3K(*D4;K30N*V)(3$$/*3$$*#44F&*0'30*3;(*&036F()*&'4"$)*#(*%+)%-
H%)"3$$/*#4L()N*\44F&*M%0'*#%+)%+=&*4D*&@(6%3$*H3$"(*&'4"$)*#(*&036F()*4+$/*%D*0'(/*
3;(*#4L()*04*@;(H(+0*3#;3&%4+*04*0'(*#%+)%+=&N*8@(6%3$*63;(*&'4"$)*#(*03F(+*04*%+&";(*
0'30*63$$*+"K#(; 33*k3=&*4;*0%0$(&*4D*#44F&*0'30*3;(*&04;()*k30*3;(*H%&%#$(*&4*0'(*#44F&*
63+*#(*%)(+0%9()*M%0'4"0*#(%+=*K4H()N

129.*_4*+40*@"0*&K3$$*D4;K30&*+(L0*04*$3;=(*D4;K30&N*E'%&*64"$)*63"&(*$3;=(*D4;K30*#44F&*
04*#(*%+&"D96%(+0$/*&"@@4;0()N*_4*+40*(L6(&&%H($/*0%='0(+*4;*&@36(*0'(*#44F&*4+*&'($H(&N

130.*S(3+%+=*#44F&*=(0*)(D4;K()*dA%=";(*.ifN

32* !4$/(&0(;&*3;(*D;((*4D*@$3&0%6%>(;&7*"$0;3H%4$(0*%+'%#%04;&7*)/(&7*3+)*&";D36(*6430%+=&*3+)*3;(*6'(K%63$$/*&03#$(*
#"0*0'(/*'3H(*3+*($(60;4&030%6*6'3;=(*0'30*63+*$%D0*$44&($/^#4"+)*K()%3*D;4K*0'(*&";D36(*4D*@3@(;N*A4;*0'%&*;(3-
&4+*0'(/*&'4"$)*+40*#(*"&()*D4;*%0(K&*M%0'*);/*K()%3*&"6'*3&*@3&0($7*6'3$F7*6'3;643$*3+)*&4D0*=;3@'%0(*@(+6%$N

33* :3$$*+"K#(;Y*2"K#(;7*$(00(;7*&/K#4$*4;*64K#%+30%4+*4D*0'(&(7*%+)%630%+=*0'(*&@(6%96*$4630%4+*4D*3*M4;F*
%+*3*S%#;3;/N



31

Figures 12 and 13:*V+3@@;4@;%30(*&04;3=(

Maintenance

E4*;()"6(*0'(*3K4"+0*4D*)"&0*3+)*)%;0*0'30*366"K"$30(&*4+*#44F&*3+)*&'($H%+=7*k44;&*
%+*#44F*&04;3=(*3;(3&*&'4"$)*#(*F(@0*3&*6$(3+*3&*@4&&%#$(N*_"&0*3+)*)%;0*3#;3)(&*@3=(&*
3+)*#%+)%+=*&";D36(&7*300;360&*%+&(60&7*3+)*64+0;%#"0(&*04*3+*(+H%;4+K(+0*0'30*&"@@4;0&*K%-
6;44;=3+%&K*=;4M0'N*b%0'*;(="$3;*)"&0*;(K4H3$*3+)*3*6$(3+%+=*@;4=;3K7*@(;&4++($*63+*64+-
0;%#"0(*=;(30$/*04*0'(*@;(&(;H30%4+*4D*0'(*64$$(60%4+&N*E'%&*#3&%6*03&F*%&*4+(*4D*0'(*K4&0*%K-
@4;03+0*%+*@;(&(;H%+=*64$$(60%4+&N

131.*A$44;&*&'4"$)*#(*H36""K()*;(="$3;$/N*A$44;&*63+*3$&4*#(*6$(3+()*#/*K4@@%+=*M%0'*
3*K%+%K"K*3K4"+0*4D*M30(;*3+)*%KK()%30($/*);/*K4@@()N

132.*_"&0*3+)*'(3H/*)"&0*&'4"$)*#(*;(K4H()*#/*H36""K%+=*"&%+=*3*R5!J 34*(L'3"&0*
9$0(;N*24+^6'(K%63$$/*0;(30()7*6$(3+*3+)*&030%6^D;((*M%@(&*63+*#(*"&()*04*;(K4H(*
)%;0*3+)*)"&0*D;4K*&'($H(&*3+)*D;4K*(L0(;%4;*&";D36(&*4D*64+03%+(;&*#"0*+40*D;4K*
#44F&N

133.*E'%6F*366"K"$30%4+&*4D*)"&0*3+)*)%;0*K3/*;(Q"%;(*0'30*&'($H(&*#(*M3&'()*M%0'*3*K%$)*
)(0(;=(+0N*E'(&(*&'($H(&*K"&0*#(*);%()*64K@$(0($/*#(D4;(*;(^&'($H%+=*#44F&7*(&@(-
6%3$$/*%D*0'(/*'3H(*#((+*6$(3+()*M%0'*M30(;N

134.*\%+)%+=&*3+)*0(L0*#$46F*()=(&*63+*#(*6$(3+()*M%0'*3*&4D0*#;"&'N*b'(+*6$(3+%+=*#44F&7*
%0*%&*%K@4;03+0*04*'4$)*0'(K*9;K$/*6$4&()N*\44F*()=(&*&'4"$)*#(*M%@()*4;*#;"&'()*
3M3/*D;4K*0'(*&@%+(*04*3H4%)*@"&'%+=*)%;0*%+04*0'(*Q"%;(&*4;*)4M+*%+04*0'(*&@%+(*
4D*0'(*#%+)%+=N*E'(*04@*4D*0'(*#44F7*"&"3$$/*0'(*)%;0%(&0*3;(37*&'4"$)*#(*6$(3+()*9;&07*
3+)*0'(+*0'(*;(&0*4D*0'(*#44F*M%@()*4;*H36""K()N

135.*!(;&4++($*'3H(*04*#(*0;3%+()*%+*@;4@(;*)"&0*;(K4H3$*@;46()";(&*&%+6(*6$(3+-
%+=*'3&*0'(*@40(+0%3$*04*)3K3=(*#44F&N*V+&0;"60%4+*%+*63;(D"$*'3+)$%+=*0(6'-
+%Q"(&* %&*(&&(+0%3$N* E'(/*'3H(* 04*M4;F* %+*3*&/&0(K30%6*M3/7* &03;0%+=* D;4K*
0'(*04@*04*0'(*#4004K*4D*(36'*&'($D7*;(K4H%+=*0'(*#44F&*3+)*6$(3+%+=*3+)*;(-
@$36%+=*0'(K*%+*0'(*&3K(*4;)(;N

34* R5!JY*R%='*5D96%(+6/*!3;0%6"$30(*J#&4;#%+=*d4;*J;;(&03+6(fj3+*3%;*9$0(;*0'30*;(K4H(&*GGNG?*@(;6(+0*
4D*3$$*@3;0%6$(&*$3;=(;*0'3+*-NC*K%6;4+N
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Figures 14 and 15:*VK@;4@(;*&'($H%+=

Figures 16 and 17:*J@@;4@;%30(*&'($H%+=

Figures 18 and 19:*J@@;4@;%30(*&04;3=(*D4;*k30*)46"K(+0&
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Bad and good storages
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Bad and good storages
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Simple and scroll boxes
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Wet treatment before and after
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Section 3

CONSERVATION

ISSUE DEFINITION: CONSERVATION POLICY

:4+&(;H30%4+*!4$%6/*(+64K@3&&(&*3$$*@;(H(+0%H(7*;(K()%3$*3+)*;(&04;30%H(*K(3&";(&*
3+)*360%4+&*3%K()*30*&3D(="3;)%+=*03+=%#$(*6"$0";3$*'(;%03=(*M'%$(*64+0;%#"0%+=*04*%0&*36-
6(&&%#%$%0/*04*@;(&(+0*3+)*D"0";(*=(+(;30%4+&N*J$$*K(3&";(&*3+)*360%4+&*&'4"$)*;(&@(60*
0'(*&%=+%963+6(*3+)*&03#%$%&(*#40'*6'(K%63$$/*3+)*@'/&%63$$/*0'(*6"$0";3$*'(;%03=(*%0(KN*E'%&*
%&*36'%(H()*0';4"='*@;4D(&&%4+3$*$(H($*(L3K%+30%4+&7*64K@;('(+&%H(*3+)*@(;K3+(+0*)46"-
K(+030%4+*4D*0'(*360%4+&7*&"%03#$/*0;3%+()*&03DD*3+)*0'(*(&03#$%&'K(+0*4D*3*@$3+*D4;*0'(*$4+=^
0(;K*0;(30K(+0*3+)*63;(*4D*0'(*64$$(60%4+&N

:4+&(;H30%4+*%&*"&()*M%0'*@;(&(;H30%4+7*&3D(="3;)%+=*3+)*@;40(60%4+*%+*0'(*<@(;30%4+3$*
Z"%)($%+(&*4D*0'(*b4;$)*R(;%03=(*:4+H(+0%4+N*E'(*23;3*_46"K(+0*4+*J"0'(+0%6%0/*)(9+(&*
64+&(;H30%4+7*&@(6%963$$/*M%0'*;(D(;(+6(*04*0'(*6"$0";3$*'(;%03=(7*3&*3$$*(DD4;0&*)(&%=+()*
04*"+)(;&03+)*6"$0";3$*'(;%03=(7*F+4M*%0&*'%&04;/*3+)*K(3+%+=7*(+&";(*%0&*K30(;%3$*&3D(-
="3;)*3+)7*3&*;(Q"%;()7*%0&*@;(&(+030%4+7*;(&04;30%4+*3+)*(+'3+6(K(+0N*V+*D360*64+&(;H3-
0%4+*%&*3*=44)*(L3K@$(*4D*0'(*366"K"$30%4+*4D*F+4M$()=(7*&F%$$&7*3#%$%0%(&*3+)*(L@(;%(+6(N
J664;)%+=*04*0'(*`(&4$"0%4+*3)4@0()*#/*0'(*V:<X^::*K(K#(;&'%@*30*0'(*.Bth*E;%(++%3$*

:4+D(;(+6(7*2(M*_($'%7*,,e,h*8(@0(K#(;*,--g7*64+&(;H30%4+*%&*3*0(;K*0'30*%+6$")(&*
P@;(H(+0%H(*64+&(;H30%4+ 357T*P;(K()%3$*64+&(;H30%4+ 36T*3+)*P;(&04;30%4+ 37NT

E'(*;4$(*0'30*64+&(;H30%4+*63+*@$3/*6;4&&(&*K3+/*4D*0'(*#4"+)3;%(&*64H(;()*#/*3*@;(&-
(;H30%4+*@;4=;3KN*X30(;%3$&*0'30*'3H(*&"DD(;()*)3K3=(*M%$$*;(Q"%;(*)%DD(;(+0*$(H($&*4D*64+-
&(;H30%4+*D;4K*3@@;4@;%30($/^0;3%+()*&03DD*3+)*%+*3*&@(6%96*@$36(N*J*=44)*:4+&(;H30%4+*
!4$%6/*K"&0*64+&%)(;*0';((*D"+)3K(+03$*($(K(+0&Y

 l :4)(*4D*50'%6& 38

 l E;(30K(+0*@'3&(&
 l b4;F&'4@

35* !;(H(+0%H(*64+&(;H30%4+Y*J$$*K(3&";(&*3+)*360%4+&*3%K()*30*3H4%)%+=*3+)*K%+%K%>%+=*D"0";(*)(0(;%4;30%4+*
4;*$4&&N*E'(/*3;(*63;;%()*4"0*M%0'%+*0'(*64+0(L0*4;*4+*0'(*&";;4"+)%+=&*4D*3+*%0(K7*#"0*K4;(*4D0(+*3*=;4"@*
4D*%0(K&7*M'30(H(;*0'(*3=(*3+)*64+)%0%4+*4D*0'(*%0(K&N*E'(&(*K(3&";(&*3+)*360%4+&*3;(*%+)%;(60j0'(/*
)4*+40*%+0(;D(;(*M%0'*0'(*K30(;%3$&*3+)*&0;"60";(&*4D*0'(*%0(K&N*E'(/*)4*+40*K4)%D/*0'(%;*3@@(3;3+6(N

36* `(K()%3$*64+&(;H30%4+Y*J$$*360%4+&*)%;(60$/*3@@$%()*04*3+*%0(K*4;*3*=;4"@*4D*%0(K&*3%K()*30*3;;(&0%+=*6";-
;(+0*)3K3=%+=*@;46(&&(&*4;*;(%+D4;6%+=*0'(%;*&0;"60";(N*E'(&(*360%4+&*3;(*4+$/*63;;%()*4"0*M'(+*0'(*%0(K&*
3;(*%+*&"6'*3*D;3=%$(*64+)%0%4+*4;*)(0(;%4;30%+=*30*&"6'*3*;30(*0'30*0'(/*64"$)*#(*$4&0*%+*3*;($30%H($/*&'4;0*0%K(N*
E'(&(*360%4+&*&4K(0%K(&*K4)%D/*0'(*3@@(3;3+6(*4D*0'(*%0(K&N

37* `(&04;30%4+Y*J$$*360%4+&*)%;(60$/*3@@$%()*04*3*&%+=$(*3+)*&03#$(*%0(K*3%K()*30*D36%$%030%+=*%0&*3@@;(6%30%4+7*
"+)(;&03+)%+=*3+)*"&(N*E'(&(*360%4+&*3;(*4+$/*63;;%()*4"0*M'(+*0'(*%0(K*'3&*$4&0*@3;0*4D*%0&*&%=+%963+6(*
4;*D"+60%4+*0';4"='*@3&0*3$0(;30%4+*4;*)(0(;%4;30%4+N*E'(/*3;(*#3&()*4+*;(&@(60*D4;*0'(*4;%=%+3$*K30(;%3$N*
X4&0*4D0(+*&"6'*360%4+&*K4)%D/*0'(*3@@(3;3+6(*4D*0'(*%0(KN

38* E'%&*6'3@0(;*%&*3*&"KK3;/*4D*0M4*D"+)3K(+03$*)46"K(+0&Y*PE'(*:4+&(;H304;^`(&04;(;Y*3*_(D%+%0%4+*
4D*0'(*!;4D(&&%4+7T*dV:<X7*.GgifO*3+)*P!;4D(&&%4+3$*Z"%)($%+(&NT*d5N*:N*:N*<N7*,--,fN
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OPERATIONAL RECOMMENDATIONS FOR CONSERVATION PROCEDURES

Code of Ethics

E'(*@;4D(&&%4+*4D*64+&(;H304;*64+&0%0"0(&*3+*360%H%0/*4D*@"#$%6*%+0(;(&0*3+)*K"&0*#(*@;36-
0%6()*%+*4#&(;H3+6(*4D*3$$*@(;0%+(+0*+30%4+3$*3+)*%+0(;+30%4+3$*$3M&*3+)*3=;((K(+0&7*@3;-
0%6"$3;$/*0'4&(*64+6(;+%+=*&04$(+*@;4@(;0/N

136.*E'(*64+&(;H304;*%&*3+*(L@(;0*M'4*63+*@(;D4;K*0'(*)"0%(&*4D*64+&(;H30%4+*0';4"='*&@(-
6%3$%&()*()"630%4+7*F+4M$()=(7*0;3%+%+=*3+)*(L@(;%(+6(N*J*&F%$$()*64+&(;H304;*&'4"$)*
#(*64K@(0(+0*M%0'*64+&(;H30%4+*'%&04;/7*(0'%6&*3+)*@'%$4&4@'/7*H3$"(&*3+)*&%=+%9-
63+6(7*'%&04;/*4D*0(6'+4$4=/*4D*6"$0";3$*'(;%03=(7*&6%(+0%96*@;%+6%@3$&*3+)*K(0'4)&7*
@;46(&&(&*4D*)(0(;%4;30%4+*3+)*6'3+=(7*@;(H(+0%H(*63;(*3+)*K(3&";(&7*(L3K%+30%4+*
K(0'4)&7*)46"K(+030%4+7*3+)*0;(30K(+0*K(0'4)&N

137.* :4+&(;H30%4+*%&*3*64K@$(L*3+)*;3@%)$/*)(H($4@%+=*9($)N*E'(;(D4;(7*0'(*Q"3$%9()*64+-
&(;H304;*'3&*3*@;4D(&&%4+3$*;(&@4+&%#%$%0/*04*F((@*"@*04*)30(*M%0'*+(M*9+)%+=&*3+)*(+-
&";(*0'30*'(*@;360%6(&*'%&*@;4D(&&%4+*%+*$%+(*M%0'*6";;(+0*(0'%63$*0'4"='0N

138.*E'(*64+&(;H304;*M4;F&*)%;(60$/*4+*6"$0";3$*'(;%03=(*3+)*%&*@(;&4+3$$/*;(&@4+&%#$(*
04*0'(*4M+(;7*04*0'(*'(;%03=(*3+)*04*&46%(0/N*R(*'3&*0'(*;%='0*%+*3$$*6%;6"K&03+6(&*
04*;(D"&(*3+/*;(Q"(&0*0'30*%&*64+0;3;/*04*0'(*0(;K&*4;*&@%;%0*4D*0'(*:4)(*4D*50'%6&N*\(D4;(*
&03;0%+=*3*64+&(;H30%4+*@;4[(60*'(*K"&0*;(6(%H(7*#/*4M+(;*4;*6"&04)%3+7*3$$*0'(*;($(-
H3+0*%+D4;K30%4+*64+6(;+%+=*0'(*@;4[(60N

139.*E'(*64+&(;H304;*&'3$$*;(&@(60*0'(*3(&0'(0%67*'%&04;%6*3+)*&@%;%0"3$*&%=+%D%63+6(*
3+)*0'(*@'/&%63$*%+0(=;%0/*4D*0'(*6"$0";3$*'(;%03=(*(+0;"&0()*04*'%&*63;(*3+)7*%+*64$-
$3#4;30%4+*M%0'*40'(;*@;4D(&&%4+3$*64$$(3="(&*%+H4$H()*M%0'*6"$0";3$*'(;%03=(7*'(*&'3$$*
03F(*%+04*3664"+0*0'(*;(Q"%;(K(+0&*4D*%0&*&46%3$*"&(*M'%$(*@;(&(;H%+=*0'(*6"$0";3$*
'(;%03=(N

140.*E'(*64+&(;H304;*K"&0*M4;F*04*0'(*'%='(&0*&03+)3;)&*;(=3;)$(&&*4D*3+/*4@%+%4+*
4D*0'(*K3;F(0*H3$"(*4D*0'(*6"$0";3$*'(;%03=(N*E'(*64+&(;H304;^;(&04;(;*&'4"$)*03F(*
%+04*3664"+0*3$$*3&@(60&*4D*@;(H(+0%H(*64+&(;H30%4+*#(D4;(*63;;/%+=*4"0*@'/&%63$*
M4;F*4+*0'(*6"$0";3$*'(;%03=(*3+)*&'4"$)*$%K%0*0'(*0;(30K(+0*04*4+$/*0'30*M'%6'*
%&*+(6(&&3;/N

141.*E'(*64+&(;H304;*&'3$$*K3F(*(H(;/*(DD4;0*04*"&(*4+$/*@;4)"60&7*K30(;%3$&*3+)*@;46(-
)";(&*0'307*3664;)%+=*04*0'(*6";;(+0*$(H($*4D*F+4M$()=(7*M%$$*+40*'3;K*0'(*6"$0";3$*'(;-
%03=(7*0'(*(+H%;4+K(+0*4;*@(4@$(N*E'(*360%4+*%0&($D*3+)*0'(*K30(;%3$&*"&()*&'4"$)*
+40*%+0(;D(;(7*%D*30*3$$*@4&&%#$(7*M%0'*3+/*D"0";(*(L3K%+30%4+7*0;(30K(+0*4;*3+3$/&%&N*E'(/*
&'4"$)*3$&4*#(*64K@30%#$(*M%0'*0'(*K30(;%3$&*4D*0'(*6"$0";3$*'(;%03=(*3+)*#(*3&*(3&-
%$/*3+)*64K@$(0($/*;(H(;&%#$(*3&*@4&&%#$(N

142.*E'(*64+&(;H30%4+*0;(30K(+0*4D*6"$0";3$*'(;%03=(*&'4"$)*#(*)46"K(+0()*%+*M;%0-
0(+*3+)*@%604;%3$*;(64;)&*4D*0'(*)%3=+4&0%6*(L3K%+30%4+*3+)*%+6$")(*3+/*64+&(;H3-
0%4+*%+0(;H(+0%4+*3+)*40'(;*;($(H3+0*%+D4;K30%4+N*E'(*;(@4;0*&'4"$)*3$&4*%+6$")(*
0'(*+3K(&*4D*3$$*0'4&(*M'4*@(;D4;K()*0'(*M4;FN*J*64@/*4D*0'(*;(@4;0*K"&0*#(*&"#-
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K%00()*04*0'(*4M+(;*4;*6"&04)%3+*4D*0'(*6"$0";3$*'(;%03=(*3+)*K"&0*;(K3%+*366(&&%#$(N*
E'(*;(64;)*;(K3%+&*0'(*%+0($$(60"3$*@;4@(;0/*4D*0'(*64+&(;H304;*3+)*&'3$$*#(*;(03%+()*
D4;*D"0";(*;(D(;(+6(N

Figure A:*_46"K(+030%4+*4D*0'(*;(&04;30%H(*360%4+

143.*E'(*64+&(;H304;*K"&0*"+)(;03F(*4+$/*&"6'*M4;F*3&*'(*%&*64K@(0(+0*04*63;;/*4"0N*
R(*K"&0*&0;%H(*04*(+;%6'*'%&*F+4M$()=(*3+)*&F%$$&*M%0'*0'(*64+&03+0*3%K*4D*%K@;4H%+=*
0'(*Q"3$%0/*4D*'%&*@;4D(&&%4+3$*M4;FN*b'(;(*+(6(&&3;/*4;*3@@;4@;%30(7*0'(*64+&(;H3-
04;^;(&04;(;*&'3$$*64$$3#4;30(*M%0'*40'(;*@;4D(&&%4+3$&*3+)*&'3$$*@3;0%6%@30(*M%0'*0'(K*
%+*3*D"$$*(L6'3+=(*4D*%+D4;K30%4+N

144.*E'(*64+&(;H304;*&'3$$*+40*;(K4H(*K30(;%3$*D;4K*3*6"$0";3$*'(;%03=(*@%(6(*"+$(&&*0'%&*
%&*%+)%&@(+&3#$(*D4;*%0&*@;(&(;H30%4+*4;*%0*&"#&03+0%3$$/*%+0(;D(;(&*M%0'*0'(*'%&04;%6*
3+)*3(&0'(0%6*H3$"(*4D*0'(*6"$0";3$*'(;%03=(N*X30(;%3$&*0'30*3;(*;(K4H()*&'4"$)*#(*64+-
&(;H()7*%D*@4&&%#$(7*3+)*0'(*@;46()";(*D"$$/*)46"K(+0()N*b'(+*0'(*&46%3$*"&(*4D*6"$-
0";3$*'(;%03=(*%&*%+64K@30%#$(*M%0'*%0&*@;(&(;H30%4+7*0'(*64+&(;H304;*&'3$$*)%&6"&&*
M%0'*0'(*4M+(;*4;*$(=3$*6"&04)%3+*M'(0'(;*K3F%+=*3*;(@;4)"60%4+*4D*0'(*4#[(60*M4"$)*
#(*3+*3@@;4@;%30(*%+0(;K()%30(*&4$"0%4+N*E'(*64+&(;H304;*&'3$$*;(64KK(+)*@;4@(;*
;(@;4)"60%4+*@;46()";(&*%+*4;)(;*+40*04*)3K3=(*0'(*4;%=%+3$N

145.*E'(*64+&(;H304;*&'4"$)*%+D4;K*0'(*4M+(;*D"$$/*4D*3+/*360%4+*;(Q"%;()*3+)*&@(6%D/*
0'(*K4&0*3@@;4@;%30(*K(3+&*4D*64+0%+"()*63;(N*R(*%&*3$&4*#4"+)*#/*@;4D(&&%4+3$*64+-
9)(+0%3$%0/N*E'(*64+&(;H304;*&'4"$)*+(H(;*&"@@4;0*0'(*%$$%6%0*0;3)(*4D*6"$0";3$*'(;%03=(N*
V+H4$H(K(+0*%+*0'(*64KK(;6(*4D*6"$0";3$*@;4@(;0/*%&*+40*64K@30%#$(*M%0'*0'(*360%H%0%(&*
4D*0'(*64+&(;H304;N

146.*E'(*64+&(;H304;*K"&0*K3%+03%+*3*&@%;%0*4D*;(&@(60*D4;*0'(*%+0(=;%0/*3+)*)%=+%0/*
4D*64$$(3="(&7*0'(*64+&(;H30%4+*@;4D(&&%4+7*3+)*;($30()*@;4D(&&%4+&*3+)*@;4D(&-
&%4+3$&N*R(*&'4"$)7*M%0'%+*0'(*$%K%0&*4D*'%&*F+4M$()=(7*64K@(0(+6(7*0%K(*3+)*0(6'-
+%63$*K(3+&7*@3;0%6%@30(*%+*0'(*0;3%+%+=*4D*%+0(;+&*3+)*3&&%&03+0&N*E'(*64+&(;H3-
04;*%&*;(&@4+&%#$(*D4;*&"@(;H%&%+=*0'(*M4;F*(+0;"&0()*04*'%&*3&&%&03+0&*3+)*%+0(;+&*
3+)*'3&*"$0%K30(*;(&@4+&%#%$%0/*D4;*0'(*M4;F*"+)(;03F(+*"+)(;*'%&*&"@(;H%&%4+N*
R(*K"&0*64+0;%#"0(*04*0'(*)(H($4@K(+0*4D*0'(*@;4D(&&%4+*#/*&'3;%+=*(L@(;%(+6(*
3+)*%+D4;K30%4+N

147.* 536'*+30%4+3$*@;4D(&&%4+3$*#4)/*'3&*0'(*;(&@4+&%#%$%0/*04*(+&";(*0'30*%0&*K(K#(;&*
64K@$/*M%0'*0'(*&@%;%0*3+)*$(00(;*4D*0'(*:4)(*4D*50'%6&N

I
*J
+0
4+
%4
*X
%;3
#%
$(



40

Treatment phases

J&*%0*%&*+40*@4&&%#$(*04*;(H(;&(*0'(*@;46(&&*4D*)(63/*4D*3*)46"K(+07*64+&(;H30%4+*%+*0'(*3#-
&4$"0(*&(+&(*%&*0'(;(D4;(*+40*@4&&%#$(N

\(D4;(*0'(*64+&(;H30%4+*0;(30K(+0*4D*3*)46"K(+0*%&*"+)(;03F(+7*0'(*$%#;3;%3+*K"&0*3&-
&(&&7*M%0'*0(6'+%63$*3)H%6(*D;4K*64+&(;H30%4+*3+)*;(&04;30%4+*(L@(;0&7*M'(0'(;*;(&04;3-
0%4+*%&*+(6(&&3;/*4;*M'(0'(;*0'(*4#[(60*63+*#(*&"%03#$/*@;(&(;H()*D4;*%0&*+4;K3$*"&3=(*
#/*03F%+=*3@@;4@;%30(*64+&(;H30%4+*3+)*@;40(60%4+*K(3&";(&N*`(&04;30%4+*M4;F*4+*S%#;3;/*
64$$(60%4+&*%&*%+'(;(+0$/*3+*(L@(+&%H(*@;46(&&*%+*$3#4";*3+)*&4K(0%K(&*3$&4*%+*K30(;%-
3$&N*J&*0'(*3%K*%&*04*K3F(*3+*%0(K*90*D4;*"&(*3&*$4+=*3&*@4&&%#$(7*0'(*V+&0%0"0(*K3/*)(6%)(*
%D*0'(*+(()*4D*0'(*;(3)(;&*K3/*#(*K(0*K4;(*(64+4K%63$$/*#/*3*K%6;49$K7*;(@;%+0*4;*)%=%-
0%&()*64@/*4D*0'(*#44F*4;*)46"K(+0*M'%$(*0'(*4;%=%+3$*%&*M%0');3M+*D;4K*"&(*3+)*@$36()*
%+*&3D(7*$4+=^0(;K*&04;3=(N

148.*E4*3&&%&0*%+*)(6%)%+=*M'(+*64+&(;H30%4+*0;(30K(+0*+(()&*04*#(*"+)(;03F(+*%+*3*64$-
$(60%4+*4;*4+*3+*%+)%H%)"3$*)46"K(+07*3*&";H(/*+(()&*04*#(*)4+(*(H(+*%D*%0*%&*4+$/*@4&-
&%#$(*4+*3*$%K%0()*&63$(N*E'(*;(&"$0&*4D*0'(*&";H(/*&'4"$)*#(*;(="$3;$/*"@)30()*&4*0'(/*
;(k(60*0'(*6";;(+0*64+)%0%4+*4D*%0(K&*%+*0'(*64$$(60%4+N

149.*J*@;%K3;/*D46"&*4D*0'(*;(&04;30%4+*0;(30K(+0*4D*6"$0";3$*'(;%03=(*%&*0'(*64+0%+"3$*)(-
H($4@K(+0*4D*0;(30K(+0*0(6'+%Q"(&*)(&%=+()*04*K((0*0'(*&@(6%96*@;(&(;H30%4+*;(-
Q"%;(K(+0&*4D*3;0(D360"3$*K30(;%3$*0'30*#3$3+6(*#40'*64+)%0%4+*3+)*&0;"60";3$*D36-
04;&*M%0'*(0'%63$*64+&%)(;30%4+&N*G'(*4#[(60%H(*4D*0'(*@;46()";(&*%&*04*;(03%+*3&*K3+/*
4D*0'(*%0(Km&*4;%=%+3$*64K@4+(+0&*3&*@4&&%#$(*M'%$(*;(&0;%60%+=*0'(*)(=;((*4D*@'/&%63$*
3$0(;30%4+*#/*K%+%K%>%+=*0'(*%+64;@4;30%4+*4D*;(@3%;*K30(;%3$N

150.*E'(*;($30%4+&'%@*#(0M((+*0'(*@'/&%63$*64+)%0%4+*4D*0'(*)46"K(+0*3+)*0'(*366(@03#$(*
)(=;((*4D*3$0(;30%4+*'3&*04*#(*)(9+()N*E'%&*&0(@*%&*4D*@3;0%6"$3;*%K@4;03+6(*M'(+*)(3$-
%+=*M%0'*#44F#%+)%+=*M'(;(*&0;"60";3$*64+6(;+&*;($30()*04*@44;*64+&0;"60%4+*@;360%6-
(&*'3H(*04*#(*03F(+*%+04*3664"+0*3&*M($$*3&*@;4#$(K&*3&&46%30()*M%0'*)(0(;%4;30%4+*
3+)*0'(*"&(*4D*@44;*Q"3$%0/*K30(;%3$N

151.*`(&04;30%4+*&'4"$)*+(H(;*#(*"+)(;03F(+*"+$(&&*%0*%&*%+(H%03#$(N

152.*\(D4;(*#(=%++%+=*0'(*M4;F*4+*0'(*)46"K(+0*%0*%&*(&&(+0%3$*0'30*0'(*D4$$4M%+=*%+D4;K3-
0%4+*3+)*)46"K(+0&*#(*@;4H%)()*#/*3*@;4D(&&%4+3$*64+&(;H304;*04=(0'(;*M%0'*3@@;4-
@;%30(*(L@(;0&*3+)*M;%00(+*)4M+*4+*3*64+&(;H30%4+*&'((0Y

 l )(&6;%@0%4+*4D*0'(*)46"K(+0*M%0'*%+H(+04;/*)3037*D4;K30&7*K30(;%3$&*3+)*&0;"60";(O
 l 64+)%0%4+*;(@4;0*M%0'*)(0(;K%+30%4+*4D*@'/&%63$*3+)*6'(K%63$*)3K3=(7*0'(*(L0(+0*
4D*)(0(;%4;30%4+7*3+)*@;(H%4"&*0;(30K(+0&O

 l 3*&(0*4D*0(&0&*d&4$"#%$%0/*4D*K()%37*36%)%0/7*(06Nf*3+)7*M'(+*;(Q"%;()7*3+*3+3$/&%&*
4D*0'(*6'(K%63$*3+)*@'/&%63$*+30";(*4D*(36'*($(K(+0O*3+)

 l )(03%$()7*6";;(+0*@'404=;3@'&*#(D4;(7*)";%+=*3+)*3D0(;*0;(30K(+0*3+)7*M'(+*3@-
@$%63#$(7*&F(06'(&*4+*@3;0%6"$3;*)(03%$&*0'30*63++40*#(*(L@$3%+()*M%0'*@'404&N

153.*E'(*(L3K%+30%4+*4D*0'(*)46"K(+0*M%$$*4;%=%+30(*3*M;%00(+*0;(30K(+0*@;4@4&3$*&'4M-
%+=*0'30*0'(*)3K3=()*)46"K(+0*'3&*#((+*4#&(;H()*366";30($/7*0'30*0'(*)(=;3)30%4+*
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'3&*#((+*"+)(;&044)*3+)*0'30*0'(*K4&0*&"%03#$(*K30(;%3$&*3+)*K(0'4)&*3;(*3H3%$3-
#$(*D4;*0'(*0;(30K(+0N

154.*E'(*6303$4="(*4D*@3@(;*64+&(;H30%4+*64+03%+&*0'(*D4$$4M%+=Y
 l )"&0*;(K4H3$O
 l )%&%+D(60%4+7*)%&%+D(&030%4+&O
 l );/*6$(3+%+=O
 l 64H(;*3+)*#%+)%+=*;(K4H3$O
 l M(0*3+)*'"K%)*0;(30K(+0O
 l &4$H(+0*0;(30K(+0&O
 l 3$F3$%>30%4+*3+)*+("0;3$%>30%4+O
 l 64+&4$%)30%4+a9L%+=a&%>%+=O
 l #36F%+=*;(K4H3$O
 l K(+)%+=O
 l 9$$%+=*3+)*64K@(+&30%4+O
 l '"K%)%9630%4+O
 l $%+%+=O
 l );/%+=*3+)*k300(+%+=O
 l 0(L0#$46F*4;=3+%&30%4+O
 l &(M%+=O
 l &@%+($%+%+=O
 l #43;)*K3F%+=O
 l (+)#3+)%+=O
 l 64H(;%+=O
 l 9+%&'%+=O
 l ;(04"6'%+=O
 l 64$$3=(*3+)*64K@4&%0(*@%(6(&O
 l $3#($$%+=O
 l #4L%+=O
 l &04;%+=O
 l (L'%#%0%+=O
 l @36F3=%+=O*3+)
 l 0;3+&@4;0%+=N

*dE'(*3#4H(*$%&0*4D*0;(30K(+0&*%&*4;=3+%&()*%+*3*&(Q"(+0%3$*M3/N*X4&0*4D*0'(*0%K(7*'4M-
(H(;7*3*)46"K(+0*M%$$*+(()*4+$/*3*;(&0;%60()*+"K#(;*4D*0'(&(*0;(30K(+0&Nf

Figures B and C:*S463$*M(0*3+)*'"K%)*0;(30K(+0
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Figures D and E:*A%$$%+=*3*=3@*4D*3*;4$$()*)46"K(+0

Figure F and G:*8(M%+=*3+)*64H(;%+=

Figure H and I:*5+)#3+)%+=*3+)*#4L%+=*3*;4$$()*)46"K(+0

155.*V0*%&*(&&(+0%3$*0'30*0'(*;(&04;30%4+*0(6'+%Q"(&*#(*3)3@03#$(7*+40*;%=%)7*%K@4&()*&4$"0%4+&

156.*X30(;%3$&*D4;*;(&04;30%4+*M4;F*d@3@(;&7*$(30'(;&7*0%&&"(&7*3)'(&%H(&7*(06Nf7*(&@(6%3$-
$/*6'(K%63$&*d&4$H(+0&7*&4$"0%4+&*D4;*+("0;3$%>30%4+7*(06Nf*&'4"$)*K((0*0'(*64+&(;H3-
0%4+*6;%0(;%3*4D*K3L%K"K*6'(K%63$*&03#%$%0/*d%+(;0+(&&f7*@(;K3+(+6(7*3+)*;(H(;&%#%$%0/N*
E'(*'3+)%+(&&*4D*;3@%)*3+)*%+(L@(+&%H(*0;(30K(+0*4;*0'(*(3&/*3H3%$3#%$%0/*4D*3$0(;+30(*
K30(;%3$&*&'4"$)*#(*;(=3;)()*3&*&(64+)3;/*04*0'(&(*@;%K(*;(Q"%;(K(+0&N

157.* E'(*Q"3$%0/*4D*0'(*;(&04;30%4+*K30(;%3$&*&'4"$)*K306'*4;*(H(+*&";@3&&*0'(*)";3#%$%0/*
3+)*D"+60%4+3$*Q"3$%0/*4D*0'(*4;%=%+3$N*V0*%&7*'4M(H(;7*%K@4;03+0*0'30*0'(*H%&"3$*3+)*036-
0%$(*Q"3$%0%(&*4D*0'(*4;%=%+3$*4#[(60*#(*6'3+=()*3&*$%00$(*3&*@4&&%#$(N

158.*VD*+40'%+=*4D*3+*4;%=%+3$*#%+)%+=*'3&*&";H%H()7*3*&%K@$(*#%+)%+=*&'4"$)*#(*@;4H%)()*0'30*
"&(&*+("0;3$*K30(;%3$&*3+)*64K@30%#$(*0(6'+%Q"(&*M%0'*0'(*#4)/*3+)*@(;%4)*4D*0'(*#44FN
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159.*E'(*)46"K(+030%4+*@;46(&&*K"&0*%+6$")(Y
 l )(&6;%@0%4+*4D*0'(*#44F*M%0'*64+)%0%4+*;(@4;0*3+)*@;(H%4"&*0(&0&O
 l @'404=;3@'%6*;(64;)&*#(D4;(7*)";%+=*3+)*3D0(;*0;(30K(+0O
 l 0'(*&(Q"(+6(*4D*0;(30K(+07*D;4K*#(=%++%+=*04*(+)7*4D*0'(*(+0%;(*64+&(;H30%4+*
3+)*;(&04;30%4+*@;46()";(*3+)*0(6'+%Q"(&O

 l 0'(*+30";(*3+)*Q"3$%0/*4D*0'(*K30(;%3$&*"&()*%+*0'(*0;(30K(+0O
 l 63;(*;(64KK(+)30%4+&*D4;*0'(*D"0";(O*3+)
 l 0'(*+3K(*4D*0'(*64+&(;H304;*3+)*0%K(D;3K(*4D*0'(*;(&04;30%H(*360%4+N

Workshop

E'(*64+&(;H30%4+*M4;F&'4@*'3&*3*H(;/*%K@4;03+0*;4$(*04*@$3/*%+*0'(*)(H($4@K(+0*4D*3*6"$-
0";(*)()%630()*04*0'(*@;(&(;H30%4+*4D*'(;%03=(*K30(;%3$&N*V0*(&03#$%&'(&*3*&@(6%3$%&0*360%H%0/*
M%0'%+*3*@"#$%6*&(;H%6(*3+)*;(@;(&(+0&*3*&%=+%963+0*64KK%0K(+0*04*0'(*$4+=^0(;K*@;(&(;H3-
0%4+*4D*6"$0";3$*'(;%03=(N*E'(*M4;F&'4@*%&*3*@$36(*M'(;(*%K@4;03+0*3+)*64K@$(L*360%H%0%(&*
3;(*63;;%()*4"0N*E'(*64+&(;H30%4+*D36%$%0%(&*;(k(60*0'(*+(()&*4D*0'(*4;=3+%&30%4+N

160.*E'(*%)(3$*@4&%0%4+*D4;*3*64+&(;H30%4+*D36%$%0/*%&*M%0'%+*(3&/*366(&&*4D*0'(*;(@4&%04;/*3+)*0'(*
)%=%0%&30%4+*3+)*)46"K(+030%4+*3;(3&N*E'(*M4;F&'4@*&'4"$)*'3H(*3)(Q"30(*+30";3$*$%='0*H%3*
M%+)4M&*3+)*=44)*3;0%96%3$*$%='07*3*K3%+*M30(;*&"@@$/*3+)*$463$*);3%+3=(*D36%$%0%(&N

161.*8(6";%0/*%&*%K@4;03+0*#(63"&(*0'(*64+&(;H30%4+*3;(3*M%$$*64+03%+*K30(;%3$&7*(Q"%@-
K(+07*)46"K(+0&*3+)*#44F&*"+)(;=4%+=*0;(30K(+0N*J$$*4D*0'%&*K30(;%3$*63+*#(*&04$(+N*
A4;*0'%&*;(3&4+*0'(*;44K*K"&0*#(*$46F()*M'(+*&03DD*%&*3#&(+0*3+)*64+&%)(;30%4+*K"&0*
#(*=%H(+*04*%)(+0%D/*M'%6'*&03DD*K(K#(;&*3;(*04*#(*)(&%=+30()*3&*F(/*'4$)(;&N

162.*J+40'(;*%&&"(*%&*;($30()*04*'(3$0'*3+)*&(6";%0/N*J$$*&03DD*K"&0*#(*K3)(*3M3;(*4D*0'(*
;%&F&*3&&46%30()*M%0'*3*@;%K3;%$/*6;3D0#3&()7*@;360%63$*M4;F&'4@*3;(3*M'(;(*6"00%+=*
K36'%+(&7*&'3;@*F+%H(&*3+)*6'(K%63$*&4$H(+0&*3;(*%+*;(="$3;*"&(N

163.*E'(*3;(3*K"&0*'3H(*&@(6%96*9;(*@;40(60%4+*3+)*3@@;4@;%30(*9;(*(L0%+="%&'(;&*D4;*9;(*
0'30*%&*;($30()*04*6'(K%63$*K30(;%3$&N

164.*J*M4;F&'4@*+(()&*04*@;4H%)(*3+*3)(Q"30(*3;(3*D4;*(36'*4D*0'(*)%DD(;(+0*&@(6%3$%&()*D"+6*0%4+&N*
536'*@3;0*4D*0'(*M4;F&'4@*&'4"$)*#(*64+&%)(;()*3+)*4;=3+%&()*%+*3*$4=%63$*M3/N*8@36(*3+)*
6%;6"$30%4+*3;4"+)*0'(*3;(3&*K"&0*@(;K%0*0'(*&03DD*04*M4;F*3+)*K4H(*&3D($/*3+)*(D96%(+0$/N

Figure J and K:*EM4*(L3K@$(&*4D*64+&(;H30%4+*M4;F&'4@
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165.*b(0*3+)*'"K%)*3;(3&*K"&0*#(*4;=3+%&()*3M3/*D;4K*0'(*M4;F#(+6'(&N*J$$*M(0*@;46-
(&&(&*3;(*F(@0*"+)(;*64+0;4$*04*K%+%K%&(*)3K3=(*04*40'(;*K30(;%3$*4;*K%+%K%&(*&$%@-
@%+=*'3>3;)&N

166.*J)(Q"30(*H(+0%$30%4+*M%$$*=(+(;3$$/*#(*3H3%$3#$(*M%0'*M%+)4M&7*M'%6'*K"&0*'3H(*3*9+(*
K(03$*K(&'*0'30*%&*&K3$$*(+4"='*04*F((@*%+&(60&*4"0*M'%$(*+40*;(&0;%60%+=*3%;k4MN*
E'(*"&(*4D*#$%+)&7*&6;((+&*3+)*&'"00(;&*%&*;(64KK(+)()*04*@;40(60*#40'*%+)%H%)"3$&*
3+)*)46"K(+0&*3=3%+&0*&"+$%='0N

167.* VD*6'(K%63$&*3;(*04*#(*"&()7*%0* %&*3)H%&()*0'30*3+*3)(Q"30(*&4";6(*4D*H(+0%$3-
0%4+*%&*3H3%$3#$(N*E'%&*63+*#(*)4+(*M%0'*3*D"K(*6"@#43;)*4;*$463$*(L'3"&0*&/&-
0(K7*4;*M4;F*M%0'*6'(K%63$&*63+*#(*63;;%()*4"0*%+*@;4L%K%0/*04*3+*4@(+*M%+)4M*
%+*3*&(@3;30(*;44KN*E'(*%+'3$30%4+*4D*'3;KD"$*)"&0&*3+)*H3@4";&*%&*3*H(;/*;(3$*
;%&F*3+)*K"&0*+(H(;*#(*)%&;(=3;)()N*X3&F&*3+)*;(&@%;304;&*3;(*+40*3*&"#&0%0"0(*
D4;*H(+0%$30%4+*3+)*&'4"$)*#(*M4;+*4+$/*04*@;40(60*3=3%+&0*%+D;(Q"(+0*&'4;0^0(;K*(L-
@4&";(&N*:3;(D"$*64+&%)(;30%4+*K"&0*#(*=%H(+*04*0'(*"&(*4D*6'(K%63$*@;46()";(&7*
(&@(6%3$$/*&4$H(+0&N

168.*:'(K%63$&*K"&0*4+$/*#(*&04;()*%+*&@(6%3$$/^)(&%=+()*63#%+(0&N*J$$*@(;&4++($*%+H4$H()*
%+*0'(*"&(*4D*6'(K%63$&*K"&0*#(*3M3;(*4D*0'(%;*;(&@4+&%#%$%0/*04*)%&@4&(*4D*04L%6*
3+)*k3KK3#$(*K30(;%3$&*@;4@(;$/*3+)*%+*$%+(*M%0'*$463$*3+)*%+0(;+30%4+3$*$(=%&$30%4+N

169.*_"&0*;(K4H3$*3+)*40'(;*0;(30K(+0&*0'30*0(+)*04*@;4)"6(*4DD^6"0&*3+)*)"&0*K"&0*#(*;(-
3$%&()*4"0&%)(*0'(*M4;F&'4@N

170.* 5$(60;%6%0/*&46F(0&*K"&0*#(*3H3%$3#$(*3$4+=*0'(*@(;%K(0(;*4D*0'(*M4;F&'4@*30*3@@;4L%-
K30($/*4+(^K(0(;*%+0(;H3$&*3+)*3#4H(*0'(*M4;F#(+6'(&N

171.* :(%$%+=*$%='0%+=*M%$$*#(*"$0;3^H%4$(0*9$0(;()*3+)*K"&0*@;4)"6(*3*'4K4=(+(4"&*3+)*&0;4+=*
$%='0N*5L0;3*#(+6'*$%='0*M%$$*#(*;(Q"%;()N*V0*%&*&"==(&0()*0'30*0'%&*$%='0%+=*#(*@4;03#$(*
4;*K4H(3#$(*04*3%)*6$4&(^"@*3+)*)(03%$()*M4;FN

172.*\(+6'(&*&'4"$)*(+3#$(*0'(*64+&(;H304;&*04*M4;F*&03+)%+=*"@*4;*M'%$(*&%00%+=*
4+*3*'%='*6'3%;N*E'(*#(+6'*&'4"$)*#(*$3;=(*(+4"='*04*@$36(*3*$3;=(^&%>(*)46"-
K(+0*k30*M'(+*%0*%&*;(6(%H%+=*3*0;(30K(+0N*V0*%&*;(64KK(+)()*0'30*0'(*#(+6'*
'(%='0*#(*G-aGB*6(+0%K(0;(&*M%0'*3*)(@0'*4D*?Ba.--*6(+0%K(0;(&N*E'(*#(+6'*
K"&0* #(* 64++(60()* 04* 0'(*($(60;%63$* &"@@$/*M%0'* 3*)4"#$(* &46F(0* 04* 3$$4M*
D4;*3*$%='0*#4L*3+)*0'(*"&(*4D*&K3$$(;*($(60;%63$*'3+)*044$&N*E'(*#(+6'*&";D36(*
'3&*04*#(*&K440'7*;(&%&03+0*04*&4$H(+0&7*$%='0*%+*64$4";*3+)*M%0'*;4"+)*()=(&N*
b3$$*&'($H(&7*@$3+*6'(&0^&0/$(*);3M(;&*3+)*K4H3#$(*D";+%0";(*4+*M'(($&*"+)(;*
0'(*#(+6'(&*M%$$*64K@$(0(*(36'*M4;F&030%4+N

173.*!(;&4+3$*044$&7*(Q"%@K(+0*3+)*40'(;*K30(;%3$&*dJ@@(+)%L*:f*63+*#(*@";6'3&()*#/*(&-
03#$%&'%+=*3*)%3$4="(*M%0'*&@(6%3$%&()*&"@@$%(;&*M'4*M%$$*@;4H%)(*&@(6%967*)(03%$()*3)-
H%6(*4+*(36'*@;4)"60N
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Section 4

COMMUNICATION

ISSUE DEFINITION: COMMUNICATION POLICY

:4KK"+%630%4+* !4$%6/* @"0&* %+* @$3%+*M4;)&*M'30* 64KK"+%630%4+* 044$&* 3;(* "&()*
30*0'(*V+&0%0"0(*3+)*"+)(;*M'30*64+)%0%4+&*%0*=%H(&*366(&&*04*64$$(60%4+&N*J66(&&*%+64;@4-
;30(&*D(30";(&*0'30*;(k(60*&3D(0/7*&(6";%0/*3+)*(+H%;4+K(+03$*+(()&*4D*0'(*64$$(60%4+*%0(K&N*
E'(*:4KK"+%630%4+*!4$%6/*&(0&*3@@;4@;%30(*&03+)3;)&*D4;*0'(*0;3+&D(;7*366(&&*3+)*)%&@$3/*
4D*64$$(60%4+*%0(K&*3+)*3$&4*)(H($4@&*@;46()";(&*D4;*0'(*@"#$%630%4+*3+)*)%&&(K%+30%4+*
4D*6"$0";3$*'(;%03=(*;(64=+%&%+=*3+)*;(&@(60%+=*0'30*0'(*6"$0";3$*%+&0%0"0%4+*%&*#40'*4M+(;*
3+)*K3+3=(;*4D*0'(*%+0($$(60"3$*@;4@(;0/N

536'*S%#;3;/*K3F(&*%0&*64$$(60%4+&*3H3%$3#$(*D4;*;(&(3;6'*3+)*'%='(;*()"630%4+7*)%&&(K-
%+30(&*F+4M$()=(*3+)*(L@(;%(+6(&7*3+)*63;;%(&*4+*;(&(3;6'*M%0'%+*0'(*03&F&7*D"+60%4+&7*
&"#[(60&*3+)*64$$(60%4+&*4D*0'(*S%#;3;/N*V0&*&0;30(=%6*=43$&*&'4"$)*#(*D"$9$$()*#/*64+0%+"()*
)%&&(K%+30%4+*4D*%+D4;K30%4+7*(3&(*4D*366(&&*04*0'(*64$$(60%4+&7*3+)*#/*@;4K40%+=*(L@$4%03-
0%4+*4D*0'(*@40(+0%3$*4D*0'(*64$$(60%4+&N*E'%&*63+*#(*)4+(*M%0'*3*64+&%&0(+0*:4KK"+%630%4+*
!4$%6/*0'30*%+6$")(&Y

 l :4+&"$030%4+
 l _%=%0%&30%4+
 l Publication
 l 5L'%#%0%4+
E'(*"&(*3+)*(L'%#%0%4+*4D*)46"K(+0&*3;(*30*0'(*4@@4&%0(*&@(60;"K*D;4K*64$$(60%4+*

@;(&(;H30%4+N*E'(*=43$*4D*3*=44)*:4KK"+%630%4+*!4$%6/*%&*04*6;(30(*3+40'(;*)/+3K%6*M'(;(*
"&(*4D*0'(*64$$(60%4+&*)4(&*+40*+(6(&&3;%$/*64+k%60*M%0'*0'(%;*@;(&(;H30%4+N*E'(*4H(;3$$*
6'3$$(+=(*%&*04*D3H4";*0'(*"&(*4D*)46"K(+0&*%+*3*M3/*0'30*&/&0(K30%63$$/*%+0(=;30(&*@;(&-
(;H30%4+*6;%0(;%3N*J*&"66(&&D"$*:4KK"+%630%4+*!4$%6/*63+*D"$9$$*%0&*()"630%4+3$*%+0(+07*=%H(*
366(&&*04*6"$0";3$*'(;%03=(*3+)*64+&6%(+0%4"&$/*@;40(60*0'(*)46"K(+0N*E'(*0(+&%4+*#(-
0M((+*@;(&(;H30%4+*3+)*"&(7*0'(;(D4;(7*63+*#(*3$$(H%30()*4;*30*$(3&0*=;(30$/*)%K%+%&'()N
J&*"&(*&'4"$)*+(H(;*64K@;4K%&(*0'(*@;(&(;H30%4+*4D*3*)46"K(+0*%0*%&*(&&(+0%3$*0'30*

3*M($$^0;3%+()*64+&(;H304;*(L3K%+(*0'(*)46"K(+0*#(D4;(*366(@0%+=*3*64+&"$030%4+7*)%=-
%0%&30%4+*4;*(L'%#%0%4+*@;4[(60N*VD*0'(*)46"K(+0*@;(&(+0&*3+*"+6(;03%+*&030(*4D*64+)%0%4+*
4+$/*3*64+&(;H30%4+*3+)*;(&04;30%4+*(L@(;0*63+*)(6%)(*M'(0'(;*;(&04;30%4+*%&*+(6(&&3;/7*
4;*M'(0'(;*0'(*4#[(60*63+*#(*&"%03#$/*"&()*#/*03F%+=*3@@;4@;%30(*64+&(;H30%4+*3+)*@;4-
0(60%4+*K(3&";(&N
J66(&&*04*0'(*64$$(60%4+*%&*&(64+)3;/*04*%0&*@;(&(;H30%4+N
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OPERATIONAL RECOMMENDATIONS FOR COMMUNICATION PROCEDURES

Consultation

E'(*64$$(60%4+&*&'4"$)*#(*"&()*04*3)H3+6(*;(&(3;6'*3+)7*0'(;(D4;(7*3;(*366(&&%#$(*04*"+%-
H(;&%0%(&7*;(&(3;6'(;&*3+)*0'(*64KK"+%0/*D4;*&0")/*3+)*;(&(3;6'N*J*@;%K3;/*64+&%)(;30%4+*
4D*3H3%$3#%$%0/*4D*%0(K&*D4;*(L3K%+30%4+*3+)*"&(*M%$$*#(*#3&()*"@4+*0'(*64+)%0%4+*4D*0'(*)46-
"K(+0*3+)*3H3%$3#%$%0/*4D*40'(;*&4";6(&*3+)*%+D4;K30%4+N

174.* V0*%&*(L@(60()*0'30*3$$*;(&(3;6'(;&7*#40'*%+^'4"&(*3+)*H%&%0%+=7*M'4*K3F(*"&(*4D*0'(*64$-
$(60%4+&*M%$$*3)'(;(* 04*3+/* $(=3$*4;*(0'%63$* ;(&0;%60%4+&*4+* ;(&(3;6'* %K@4&()*
#/*0'(*V+&0%0"0(7*3+)*0'30*0'(/*M%$$*4@(;30(*%+*3664;)3+6(*M%0'*0'(*=(+(;3$$/*366(@0()*
(0'%63$*&03+)3;)&*4D*0'(*9($)*%+*M'%6'*0'(/*3;(*M4;F%+=N

175.* J*M;%00(+*;(Q"(&0*&030%+=*0'(*@";@4&(*D4;*64+&"$030%4+*3+)*3+0%6%@30()*"&(*4D*0'(%;*;(-
&(3;6'*%&*+(()()*D4;*366(&&N

176.* E'(*M4;F%+=*'4";&*4D*0'(*;(3)%+=*;44K*K"&0*#(*6$(3;N*E'(*0%K(*0'30*3*;(&(3;6'(;*
K3/*"&(*3*#44F*%&*&"#[(60*04*0'(*)%&6;(0%4+*4D*0'(*;(&@4+&%#$(*S%#;3;/N*VD*3*;(&(3;6'(;*
'3&*;(Q"(&0()*3*+"K#(;*4D*)%DD(;(+0*)46"K(+0&*4;*9$(&7*0'(*64$$(60%4+&*&03DD*K3/*$%K-
%0*0'(*+"K#(;*4D*)46"K(+0&*"&()*30*4+(*0%K(N

177.* E'(*)46"K(+0*63+*#(*64+&"$0()*4+$/*%D*%0*%&*%+*=44)*64+)%0%4+7*@;4@(;$/*6303$4="()*
3+)*&03K@()N*J66(&&*04*3*#44F*D;4K*0'(*64$$(60%4+&*K"&0*#(*64+)"60()*"+)(;*0'(*&"-
@(;H%&%4+*4D*0'4&(*;(&@4+&%#$(*D4;*0'(*;(3)%+=*;44KN*1+&"@(;H%&()*"&(*4D*#44F&*
%&*+40*@(;K%00()N

178.*\44F&*K"&0*#(*0;3+&@4;0()*'4;%>4+03$$/*%+*3*#4L*4;*%+*3*0;4$$(/N*E'(*"&(*4D*3*0;4$$(/*90-
0()*M%0'*$3;=(*;"##(;*M'(($&*%&*;(64KK(+)()N*8"6'*M'(($&*F((@*0'(*K3+"&6;%@0&*
%+*3*&03#$(*@4&%0%4+*3+)*)3K@(+*H%#;30%4+&N

179.*!;4@(;*&";H(%$$3+6(*4D*0'(*64+&"$030%4+*;44K*K"&0*#(*@;4H%)()*3+)*0'(*D4$$4M%+=*(&-
&(+0%3$*'3+)$%+=*;"$(&*K"&0*#(*)%&@$3/()*04*(+&";(*0'30*;(&(3;6'(;&*M%$$*;(&@(60*0'(KY

 l b3&'*3+)*);/*'3+)&*#(D4;(*3+/*'3+)$%+=*360%4+N
 l _4*+40*);%+F7*(30*4;*&K4F(*%+*0'(*S%#;3;/*4;*;(3)%+=*;44KN
 l E4*64+&"$0*3+/*K3+"&6;%@07* $3/* %0*)4M+*4+*3*6$(3+*03#$(*D;((*4D*3+/*4#[(60*
4;*"&(*3*#44F^;(&0*&"%0()*04*0'(*&%>(*4D*0'(*H4$"K(*dA%=";(&*,-*3+)*,.fN

 l <@(+*0'(*K3+"&6;%@0*=;3)"3$$/N
 l S3/*0'(*K3+"&6;%@0*)4M+*4+*3*03#$(*3+)*9;&0*4@(+*%0&*6(+0;(*@3=(&7*0'(+*=4*#36F*
04*0'(*#(=%++%+=N

 l _4*+40*@$36(*K3+"&6;%@0&*D36%+=*3*M%+)4M*3+)*)4*+40*(L@4&(*0'(K*04*)%;(60*&"+$%='0N
 l _4*+40*&036F*4@(+*K3+"&6;%@0&N
 l _4*+40*0(3;*4;*6"0*@3=(&N
 l _4*+40*K3;F*K3+"&6;%@0&*%+*3+/*M3/*M'30&4(H(;*d@3@(;*6$%@7*+(()$(7*@4&0^%0p7*%+F7*
#3$$^@4%+0*@(+7*64;;(60%4+*k"%)7*K3;F(;7*0";+*0'(*64;+(;*4D*3*@3=(7*(06NfN

 l E4*[40*)4M+*+40(&7*4+$/*@(+6%$&*3;(*3"0'4;%&()N
 l _4*+40*;(&0*4+*K3+"&6;%@0&*M'%$(*;(3)%+=*0'(K*4;*03F%+=*+40(&N
 l _4*+40*04"6'*0'(*%$$"K%+30%4+&7*K3+"&6;%@0*3+)*@;%+0()*>4+(&N
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 l :$4&(*0'(*K3+"&6;%@0*3D0(;*64+&"$030%4+N

Figures 20 and 21:*J@@;4@;%30(*64+&"$030%4+*4D*)46"K(+0&

180.*\(D4;(*03F%+=*@'404=;3@'&*D4;*D";0'(;*;(&(3;6'*4D*0'(*)46"K(+07*@(;K%&&%4+*K"&0*
#(*=%H(+*D;4K*0'4&(*;(&@4+&%#$(*D4;*0'(*64$$(60%4+N*24*40'(;*@'404=;3@'/*%&*3$$4M()N*
`(&(3;6'(;&*K3/*"&(*$3@04@*64K@"0(;&*%+*0'(*;(3)%+=*;44K7*'4M(H(;7*0'(*"&(*4D*4@-
0%63$*&63++%+=*(Q"%@K(+0*%&*+40*@(;K%00()N

181.*J0*3$$*0%K(&7*64@/;%='07*@"#$%6*%+D4;K30%4+*3+)*@;%H36/*$3M&*M%$$*#(*&0;%60$/*(+D4;6()N

Digitisation

536'*)%=%0%&30%4+*@;4[(60*'3&*%0&*4M+*;(3&4+*D4;*#(%+=*(L(6"0()N*<D0(+7*0'(*;(3&4+&*%+H4$H(*
@;4H%)%+=*366(&&*4H(;*0'(*V+0(;+(0*04*6"$0";3$*'4$)%+=&*M'%6'*M4"$)*40'(;M%&(*#(*"+)(;-
"&()7*4;*@;40(60%+=*D;3=%$(*'4$)%+=&*D;4K*0'(*M(3;*3+)*0(3;*4D*'3+)&^4+*366(&&N*E'(*;(3-
&4+&*D4;*0'(*)%=%0%&30%4+*@;4[(60*M%$$*'3H(*3*@;4D4"+)*(DD(60*4+*0'(*6;%0(;%3*"&()*D4;*&($(60-
%+=*0'(*K30(;%3$*04*#(*)%=%0%&()N*E'(/*M%$$*3$&4*3DD(60*0'(*@;4[(60*K3+3=(K(+07*0'(*K(03^
data 397*0'(*4+$%+(*@"#$%630%4+*d%D*3+/f*4D*0'(*@;4[(60*4"0@"07*Q"3$%0/*64+0;4$7*(06N

J*)%=%0%&30%4+*@;4[(60*K"&0*'3H(*6$(3;$/*&@(6%9()*=43$&*3+)*4#[(60%H(&*3+)*&"%03#$(*@(;-
&4++($*M%0'*3@@;4@;%30(*F+4M$()=(*3+)*&F%$$&7*3&*M($$*3&*3*0;3%+%+=*@$3+*%+*@$36(*04*@;4H%)(*
3+/*3))%0%4+3$*(L@(;0%&(*0'30*0'(*@;4[(60*K3/*;(Q"%;(N

E'(*@;4[(60*K"&0*'3H(*64+6;(0(7*(L@$%6%0*3%K&N*E'(&(*3%K&*K"&0*#(*;(3$%&0%6*3+)*)46"K(+0-
()N*E'(*@;4[(60*3%K&*&'4"$)*)46"K(+0*0'(*H3$"(*M'%6'*0'(*@;4[(60*M%$$*#;%+=*04*0'(*%+&0%-
0"0%4+&*%+H4$H()*%+*0'(*@;4[(60N

_%=%0%&30%4+*@;4[(60&*4D0(+*(L@4&(*0'(*&03DD*4D*6"$0";3$*%+&0%0"0%4+&*04*+(M*0(6'+4$4-
=%(&*3+)*0(;K%+4$4=/*D4;*0'(*9;&0*0%K(N*8"6'*0(6'+4$4=%(&*%+6$")(*)%=%0%&30%4+*'3;)M3;(7*
b(#*@"#$%630%4+7*%K3=(*@;46(&&%+=7*K(03^)3037*)303#3&(*)(H($4@K(+0*3+)*@4@"$30%4+7*
(06N*VD*@4&&%#$(7*%+6$")(*30*$(3&0*4+(*@(;&4+*M%0'*3@@;4@;%30(*%+D4;K30%4+*0(6'+4$4=/*&F%$$&*
4+*0'(*@;4[(60*0(3KN

39* X(03^)303*%&*"&"3$$/*)(&6;%#()*3&*)303*3#4"0*)303N*X4;(*366";30($/*)(9+()7*K(03^)303*%&*)303*0'30*64+03%+&*
%+D4;K30%4+*3#4"0*40'(;*)303N*A4;*(L3K@$(7*0'(*K(03^)303*3&&46%30()*M%0'*)%=%03$*@'404=;3@'/*%&*"&"3$$/*
+40*@%604;%3$*)303*(K#())()*%+*0'(*%K3=(*9$(N*V0*64"$)*@;4H%)(*%+D4;K30%4+*3#4"0*%0&*6;(304;7*3#4"0*%0&*64@-
/;%='0*@;40(60%4+7*0'(*(Q"%@K(+0*"&()*)";%+=*0'(*&'407*3#4"0*%0&*64+0(+0&7*%0&*9$(*D4;K307*(06N
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\"%$)%+=*3*)%=%03$*64$$(60%4+*%&*+4;K3$$/*H(;/*(L@(+&%H(N*!;4[(60&7*0'(;(D4;(7*'3H(*04*03F(*
%+04*3664"+0*3$$*&03;0^"@*3+)*%+D;3&0;"60";3$*64&0&*3&*M($$*3&*64&0&*D4;*;"++%+=*0'(*@;4[(60N*
E'30*K(3+&*64&0&*D4;*%+%0%3$*@$3++%+=7*)303*&@(6%9630%4+&7*0;36F%+=*3+)*)46"K(+030%4+*
&/&0(K&7*&03DD*0;3%+%+=7*3+)*&4*D4;0'7*3&*M($$*3&*0'(*%+6;(K(+03$*64&0*D4;*)%=%0%&%+=*0'(*36-
0"3$*&4";6(*K30(;%3$N

E'(*&"66(&&*4D*3+/*@;4[(607*%+6$")%+=*)%=%0%&30%4+*@;4[(60&7*%&*%+k"(+6()*04*3*$3;=(*)(=;((*
#/*0'(*K3+3=(K(+0*4D*0'(*@;4[(60N

182.*V)(+0%D/*0;3%+%+=*;(Q"%;(K(+0&7*%+6$")%+=*%+D4;K30%4+*0(6'+4$4=/*0;3%+%+=*3+)*()"63-
0%4+*%+*0'(*'3+)$%+=*4D*)($%630(*3;0(D360&*3+)*)46"K(+0&N*E'(;(*%&*3*@4&&%#$(*;%&F*04*%;-
;(@$36(3#$(*3;0(D360&*3+)*)46"K(+0&*%D*0'(*;(&4";6%+=*%&*+40*@;4@(;$/*'3+)$()N*A3H4";*
3*&K3$$*64;(*4D*&F%$$()*&03DD*)()%630()*04*0'(*@;4[(60*;30'(;*0'3+*3*$3;=(*=;4"@*4D*t46-
63&%4+3$m*&03DDN

183.*!"0*0'(*@;4[(60*0(3K*%+*64+0360*M%0'*40'(;&*M'4*'3H(*64K@$(0()*&%K%$3;*@;4[(60&*04*=%H(*
0'(K*0'(*4@@4;0"+%0/*04*$(3;+*D;4K*0'(%;*(L@(;%(+6(&N

184.*V0*%&*(&&(+0%3$*04*(&03#$%&'*6;%0(;%3*D4;*0'(*&($(60%4+*4D*K30(;%3$*04*#(*)%=%0%&()N*E'(*&(-
$(60%4+*6;%0(;%3*K"&0*;(k(60*0'(*=43$&*4D*0'(*4H(;3$$*@;4[(60N*J0*$(3&0*0'(*D4$$4M%+=*6;%-
0(;%3*K3/*#(*64+&%)(;()Y

 l 366(&&*04*K30(;%3$*M'%6'*M4"$)*40'(;M%&(*#(*"+3H3%$3#$(*4;*4D*$%K%0()*3H3%$3#%$%0/O
 l M%)(;*3+)*(3&%(;*366(&&*04*H(;/*@4@"$3;*K30(;%3$O
 l 64+)%0%4+*4D*0'(*4;%=%+3$&O
 l @;(&(;H30%4+*4D*)($%630(*4;%=%+3$&*#/*K3F%+=*)%=%03$*H(;&%4+&*3H3%$3#$(*3&*3+*3$-
0(;+30%H(O

 l @;4[(60*0'(K(O
 l 64@/;%='0 40*3+)*V+0($$(60"3$*!;4@(;0/*`%='0 41*dV!`fO
 l 3H3%$3#%$%0/*4D*(L%&0%+=*)%=%03$*H(;&%4+&O
 l 64&0*4D*)%=%0%&30%4+O*3+)
 l 3@@;4@;%30(+(&&*4D*0'(*&4";6(*K30(;%3$*D4;*4+$%+(*H%(M%+=N

185.*\(*&";(*0'30*/4"*'3H(*3$$*0'(*;(Q"%;()*(Q"%@K(+0*D4;*3*)%=%0%&30%4+*@;4[(60Y
 l '3;)M3;( 42*D4;*0'(*)%=%0%&30%4+*@;46(&&*%0&($D*d(N*=N*&63++(;&7*)%=%03$*63K(;3&7*64@/*
&03+)&7*40'(;*'3;)M3;(fO

 l 64K@"0%+=*%+D;3&0;"60";(*04*M'%6'*0'(*'3;)M3;(*%&*64++(60()O
 l &4D0M3;( 43*D4;*%K3=(*63@0";(*3+)*@;46(&&%+=*&4D0M3;(O*3+)
 l &4D0M3;(*D4;*K(03^)303*3+)*Q"3$%0/*64+0;4$N

186.*E'(*M4;F%+=*(+H%;4+K(+0*&'4"$)*#(*3@@;4@;%30(*04*0'(*K30(;%3$*#(%+=*)%=%0%&()7*@3/-
%+=*&@(6%3$*300(+0%4+7*D4;*(L3K@$(7*04*$%='07*'"K%)%0/7*H%#;30%4+7*)%&0";#3+6(7*K4H(-

40* :4@/;%='0Y*E'(*$(=3$*;%='0*=;3+0()*04*3+*3"0'4;7*64K@4&(;7*@$3/M;%='07*@"#$%&'(;*4;*)%&0;%#"04;*04*(L6$"&%H(*
@"#$%630%4+7*@;4)"60%4+7*&3$(7*4;*)%&0;%#"0%4+*4D*3*$%0(;3;/7*K"&%63$7*);3K30%67*4;*3;0%&0%6*M4;FN

41* V!`*%&*3*;%='0*0'30*%&*'3)*#/*3*@(;&4+*4;*#/*3+*%+&0%0"0%4+*04*'3H(*(L6$"&%H(*;%='0&*04*"&(*@$3+&7*%)(3&*4;*40'(;*
%+03+=%#$(*3&&(0&*M%0'4"0*0'(*M4;;/*4D*64K@(0%0%4+*30*$(3&0*D4;*3*&@(6%96*@(;%4)*4D*0%K(N*E'(&(*;%='0&*63+*%+-
6$")(*64@/;%='0&7*@30(+0&7*0;3)(K3;F&*3+)*0;3)(*&(6;(0&N

42* R3;)M3;(*;(D(;&*04*3*@'/&%63$*@%(6(*4D*3*64K@"0(;N*E'%&*64"$)*#(*3*'3;)*);%H(7*K4+%04;7*K(K4;/*6'%@*4;*40'(;*
@'/&%63$*@%(6(*4D*3*64K@"0(;N*E'(*F(/*%)(3*%&*0'30*0'(*'3;)M3;(*%&*&4K(0'%+=*0'30*63+*#(*04"6'()N

43* 84D0M3;(*%&*3*=(+(;3$*0(;K*D4;*0'(*H3;%4"&*F%+)&*4D*@;4=;3K&*"&()*04*4@(;30(*64K@"0(;&*3+)*;($30()*)(H%6(&N
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K(+0*4D*0'(*4;%=%+3$&7*(06N*EM4*)%DD(;(+0*)%=%0%&30%4+*K(0'4)&*"&%+=*)%DD(;(+0*'3;)M3;(*
63+*#(*)%&0%+="%&'()Y*&63++%+=*3+)*0'(*"&(*4D*)%=%03$*63K(;3&N*E'(*"&(*4D*3*&63+-
+(;*(Q"%@@()*M%0'*3*6;3)$(*%&*+4;K3$$/*@;(D(;;()*M'(+*)%=%0%&%+=*#4"+)()*#44F&*
dA%=";(&*,,*3+)*,CfN*A$30#()*&63++(;&*&'4"$)*#(*"&()*4+$/*D4;*D$30*)46"K(+0&*
dA%=";(*,if

Figures 22 and 23:*:;3)$(*D4;*)%=%0%&30%4+*4D*#4"+)*K30(;%3$

Figures 24:*A$30#()*&63++(;*D4;*)%=%0%&30%4+*4D*k30*)46"K(+0&

187.*X3+/*;3;(*4;*)($%630(*K30(;%3$&*;(Q"%;(*3*@3;0%6"$3;*(+H%;4+K(+0N*E'%&*(+H%;4+K(+0*
K"&0*#(*3&*6$4&(*3&*@4&&%#$(*04*0'(*@;(&(;H30%4+*64+)%0%4+&N*V0*%&*%K@4;03+0*0'30*
3+/*)%=%0%&30%4+*@;46(&&7*K3+%@"$30%4+*dA%=";(*,if7*(L@4&";(*04*$%='07*0(K@4;3;/*&04;-
3=(7*(06N*'3H(*0'(*$(3&0*+(=30%H(*(DD(60*4+*0'(*4;%=%+3$*)46"K(+0&N*:4+&"$0*0'(*@(;-
&4+*"&"3$$/*;(&@4+&%#$(*D4;*0'(*&4";6(*K30(;%3$*#(D4;(*K4H%+=*4;*'3+)$%+=*%0N

188.*E'(*)%=%03$*@;4)"60%4+*4D*0'(*)%=%0%&30%4+*@;46(&&*%&*"&"3$$/*3*K3&0(;*9$(*%+*"+64K-
@;(&&()*EVAA 44*D4;K30*M%0'*&4K(*K(03^)303*(K#())()N*E'(*D%$(*D4;K30*3&*M($$*
3&*0'(*64K@;(&&%4+*"&()*M%$$*'3H(*3*K3[4;*%K@360*4+*0'(*"&3#%$%0/*4D*0'(*)%=%0%&30%4+*
4"0@"0N*J0*0'%&*0%K(7*%&&"(&*&"6'*3&*9$(*D4;K30*dJ@@(+)%L*_f7*&03+)3;)*9$(*&%>(7*+(0M4;F*
0;3+&K%&&%4+*0%K(7*3+)*)%DD(;(+0*F%+)*4D*4"0@"0&*dK4+%04;*4;*@;%+0(;f*+(()*04*#(*03F-
(+*%+04*3664"+0N

189.*E'(*@;4)"60%4+*4D*0'(*)%=%0%&30%4+*@;4[(60*M%$$*#(*'($)*4+*&(;H(;*K36'%+(&N*R4*M(*H(;7*
0'(&(*K36'%+(&*+(()*04*#(*#36F()*"@ 45N*J$&47*%D*3*&(;H(;*%&*+40*)()%630()*04*3*)%=%0%&3-
0%4+*@;4[(607*0'(*)%=%03$*64+0(+0*&'4"$)*#(*&04;()*4+*;(K4H3#$(*K(*)%3*d:_7*_c_7*'3;)*

44 EVAA*dE3==()*VK3=(*A%$(*A4;K30fY*J*'%='*Q"3$%0/*9$(*D4;K307*@(;D(60*D4;*&04;%+=*3+)*(L6'3+=%+=*%K3=(&N
45* \36F*"@*4;*#36F"@Y*E4*K3F(*3*64@/*4D*%+D4;K30%4+*4+*3*&(@3;30(*&04;3=(*&(;H%6(N
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)%&F7*(06NfN*`(=3;)$(&&*4D*0'(*6'4%6(*4D*K()%"K7*%0*K"&0*#(*6$(3;*%+*K%+)*0'30*0'(*K(-
)%"K*M%$$*#(64K(*4#&4$(0(*%+*0'(*+(3;*04*K%)^0(;K*D"*0";(N*b%0'%+*9H(*/(3;&7*K%=;3-
tion 46*04*+(M*&04;3=(*K()%3*%&*$%F($/*04*#(*3*+(6(&&%0/N

190.*X%=;30%4+*D;4K*4+(*D4;K30*04*3+40'(;*&'4"$)*3H4%)*K%=;30%+=*D;4K*3*$4&&$(&&*9$(*D4;-
K30*d(N*=N*EVAA*%+*0'(*%K3=(*)4K3%+f*04*3*$4&&/ 47*4+(*d(N*=N*U!5Z 48f7*D4;*K3&0(;*)%=%03$*
K30(;%3$N*<+6(*%+D4;K30%4+*%&*$4&07*%0*63++40*#(*;(@$36()*dJ@@(+)%L*_fN

191.*:'44&(*3+*3@@;4@;%30(*&03+)3;)*D4;*K(03^)303N*:(;03%+*%K@4;03+0*&03+)3;)&*3$;(3)/*
(L%&0*D4;*K(03^)303N*V+*0'(*#%#$%4=;3@'%6*)4K3%+7*0'(*_"#$%+*:4;( 49*&03+)3;)*%&*4D*=;(30*
%K@4;03+6(N

192.*!;(@3;30%4+*D4;*@"#$%630%4+*%+H4$H(&*@;46(&&%+=*0'(*+(M$/^6;(30()*K30(;%3$*@;%4;*04*@"#-
$%630%4+N*E/@%63$$/7*@"#$%630%4+*K(3+&*)%&@$3/*4+*0'(*V+0(;+(0O*@;46(&&%+=*K(3+&*;(-
)"60%4+*%+*3+*%K3=(a3")%4aH%)(4*9$(*&%>(7*Q"3$%0/*3+)*)4M+$43)&*04*90*0'(*4@(;30%4+-
3$*6'3;360(;%&0%6&*4D*0'(*V+0(;+(0N

193.*E'(*4;%=%+3$*K3&0(;*9$(& 50*6;(30()*)";%+=*0'(*)%=%0%&30%4+*@;46(&&7*+4;K3$$/*3*EVAA*9$(7*
3;(*0/@%63$$/*H(;/*$3;=(*dD;4K*3*D(M*04*K3+/*K(=3#/0(&fN*8"6'*9$(&*3;(*+40*3@@;4@;%30(*
D4;*($(60;4+%6*4;*V+0(;+(0*@"#$%630%4+*)"(*04*0'(*=;(30*$(+=0'*4D*0%K(*0'(/*M4"$)*;(Q"%;(*
04*)4M+$43)*D4;*0'(*(+)*"&(;N

194.*_($%H(;/*H(;&%4+&*3;(*6;(30()*#/*4@(+%+=*0'(*K3&0(;*EVAA*9$(*%+*3+*%K3=(*@;46(&&%+=*
@36F3=(*3+)*(L@4;0%+=*%0*%+*U!5Z*3+)*!_A*9$(*D4;K30&N*V+*=(+(;3$7*0'(*0403$*%K3=(*9$(&*
4+*3*b(#*@3=(*&'4"$)*+40*=;(30$/*(L6(()*.--*F%$4#/0(&N*S3;=(;*%K3=(&*63+*6(;03%+$/*
#(*@"#$%&'()7*'4M(H(;7*0'(&(*&'4"$)*#(*366(&&()*H%3*3*$%+F*D;4K*0'(*b(#*@3=(*M%0'*
&"%03#$(*M3;+%+=*0(L0*0'30*0'(*)4M+$43)*0%K(*K3/*#(*$4+=N

195.*E'(*@"#$%630%4+*4D*3+/*K30(;%3$*4+$%+(*K"&0*#(*3664K@3+%()*#/*&4K(*64+&%)(;30%4+*
4D*0'(*V+0($$(60"3$*!;4@(;0/*`%='0*dV!`f*3&&46%30()*M%0'*0'(*K30(;%3$N*5&03#$%&'*0'(*4M+-
(;&'%@*4D*0'(*64@/;%='0N

196.*5&03#$%&'*3+)*)46"K(+0*(36'*4D*0'(*&0(@&*0'30*3+*%0(K*K"&0*=4*0';4"='*)";%+=*0'(*)%=-
%0%&30%4+*@;46(&&N*E'(&(*M%$$*%+6$")(7*D4;*(L3K@$(7

 l ;(0;%(H3$*D;4K*&04;3=(a"&"3$*$4630%4+O
 l 6$(3+%+=*4;*@;(@3;30%4+O
 l &63++%+=*4;*@'404=;3@'/O
 l ;(0";+*04*0'(*"&"3$*$4630%4+O
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%&*;($30%H($/*@(;K3+(+0N
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208.*V)(+0%D/*M'4* %&* ;(&@4+&%#$(* D4;*K3%+03%+%+=* 0'(*3@@(3;3+6(*4D* 0'(*(L'%#%0%4+*
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3+)*=;3@'%6*)(&%=+(;*04*3$$4M*D4;*&"D96%(+0*@$3++%+=*3+)*%K@$(K(+030%4+7*%+6$")%+=*
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 l 3*64K@$(0(*6'(6F$%&0*4D*0'(*(L'%#%0%4+O
 l $43+*D4;K&O
 l @(;0%+(+0*)46"K(+0*%+D4;K30%4+O
 l H%&"3$&*4D*0'(*%+&03$$30%4+O
 l %+&03$$30%4+*k44;*@$3+O
 l @;4[(60*#")=(0*3+)*;(H%&%4+&O
 l M3$$*0(L0*3+)*$3#($&O
 l 6;()%0*$%+(*;(=3;)%+=*&@4+&4;&'%@*4D*0'(*(L'%#%0%4+*3+)*64@%(&*4D*3+/*)46"K(+03-
0%4+*4D*0'30*&@4+&4;&'%@O

 l 3$$*()"630%4+3$*@;4=;3KK%+=*%+D4;K30%4+*;($30()*04*0'(*(L'%#%0%4+7*%+6$")%+=*$(&-
&4+*@$3+&7*&6'44$*360%H%0%(&7*3+)*;(64;)%+=&*4D*$(60";(&*4;*@"#$%6*@;(&(+030%4+&O

 l 3$$*@"#$%630%4+&*;($30()*04*0'(*(L'%#%0%4+*%+6$")%+=*6303$4="(&7*#;46'";(&7*+(M&-
$(00(;&7*;36F*63;)&7*%+H%030%4+&7*3")%4^H%&"3$*3+)*)%=%03$*K()%3O

 l @;(&&*;($(3&(&7*K()%3*64H(;3=(O
 l &'%@@%+=*3;;3+=(K(+0&O
 l (L'%#%0%4+*(H3$"30%4+&O
 l H%&%030%4+*64"+0O*3+)
 l 3+/*40'(;*;($(H3+0*K30(;%3$&N
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Section 5

BIBLIOGRAPHY

GENERAL

1.* J+)(;&4+7*U43++(*8N7*()N*PZ"%)(*D4;*b;%00(+*:4$$(60%4+*!4$%6/*8030(K(+0&7T*,nd*()N*
C"11$0*)"(%F3(34$!$(*%3(&%G$2$1"+!$(*%A,)&$-9*+4N*?N*:'%63=4Y*JK(;%63+*S%#;3;/*
J&&46%30%4+7*.GGhN

2.* \(3=;%(7*2N7*P230%4+3$*)%=%03$*@;(&(;H30%4+*%+%0%30%H(&*Y*3+*4H(;H%(M*4D*)(H($4@K(+0&*
%+*J"&0;3$%37*A;3+6(7*2(0'(;$3+)&7*3+)*0'(*1+%0()*W%+=)4K*3+)*4D*;($30()*%+0(;+30%4+3$*
360%H%0%(&NT*C",(0)1%"(%I)<#3#=%3(&%Q(7"#!3*)"(%T$-",#0$-*d:SV f̀7*b3&'%+=04+7*,--C7*B.*@N

3.* \4+%03*\;/3+07*()N7*PZ"%)(*D4;*b;%00(+*:4$$(60%4+*!4$%6/*8030(K(+0&NT*C"11$0*)"(%
F3(34$!$(*%3(&%G$2$1"+!$(*%A,)&$-.*:'%63=4*3+)*S4+)4+Y*JK(;%63+*S%#;3;/*
J&&46%30%4+7*.GgGN

4.* \;3>%$7*X3;/*U4N*P\"%$)%+=*S%#;3;/*:4$$(60%4+&*4+*J=%+=Y*J*8($(60%4+*Z"%)(*3+)*:4;(*
S%&0NT*83+03*\3;#3;37*:JY*J\:^:SV<7*V+6N7*.GG-N

5.* :'(+7*8N^8N7*PE'(*@3;3)4L*4D*)%=%03$*@;u&(;H30%4+NT*V5557*,--.7*h*@N
6.* P:4$$(60%4+&*@"#$%Q"(&*(0*;u&(;H(&*;(H"(*)(*$mJZ::!A7T*+*,,g7*,---eCO*+*,,Ge,C-7*
,---eiN

7.* P:4KK(+0*=u;(;*"+*K"&u(7*K3+"3$*@;30%Q"(7T*1258:<7*,--hN
8. C"(2$(*)"(%"(%*6$%F$3(-%"7%D#"6)<)*)(4%3(&%D#$2$(*)(4%*6$%Q11)0)*%Q!+"#*9%UO+"#*%
3(&%V#3(-7$#%"7%R:($#-6)+%"7%C,1*,#31%D#"+$#*=9*1258:<7*.G?-N

9.* _;4007*XN*:3;$N*P`3+)4K*83K@$%+=Y*J*E44$*D4;*S%#;3;/*`(&(3;6'NT*C"11$4$%W%T$-$3#06%
I)<#3#)$-.*dX3;6'*.GhGfY*..Ge,BN

10.* 5H3+&7*ZN*5)M3;)N*P_(H($4@%+=*S%#;3;/*3+)*V+D4;K30%4+*:(+0;(*:4$$(60%4+&7T*C;)*()N*Library 
E0)$(0$%V$O*%E$#)$-.*5+=$(M44)7*:<Y*S%#;3;%(&*1+$%K%0()7*V+6N7*.GGBN

11.* Z3#;%($7*X%6'3($*`N*P:4$$(60%4+*_(H($4@K(+0*3+)*:4$$(60%4+*5H3$"30%4+Y*J*84";6(#44FNT*
X(0"6'(+7*2UY*E'(*863;(6;4M*!;(&&7*V+6N7*.GGBN

12.* PZ"%)(*)(&*#4++(&*@;30%Q"(&NT*X%+(;H3*!;4[(607*d,--if7*hB*@N
13. QCRF%E*3*,*$-.*E'(*+(M*H(;&%4+*M3&*3)4@0()*%+*,--?*)";%+=*0'(*,.st*Z(+(;3$*
:4+D(;(+6(*%+*c%(++37*J"&0;%3N

14.* R306'9($)7*!3K($37*3+)*U3+(*:3;@(+0(;N*PA4;K3$)('/)(Y*R4M*Z;(30*V&*0'(*_3+=(;*
04*X"&("K*:4$$(60%4+&]T*:3K#;%)=(7*XJY*R3;H3;)*1+%H(;&%0/7*.Gg?N

15.* R306'9($)7*!3K($3N*P:'44&%+=*X30(;%3$&*D4;*X"&("K*804;3=(NT*E*"#34$%"7%X3*,#31%
Y)-*"#=%C"11$0*)"(-J%?3-)0%C"(0$+*-.*:3;4$/+*SN*`4&(*3+)*:30'3;%+(*JN*R3MF&7*()&N*
!%00&#";='7*!JY*846%(0/*D4;*0'(*!;(&(;H30%4+*4D*230";3$*R%&04;/*:4$$(60%4+&7*.GGiN

16.* W30>7*b%$$%3K*JN*P:4$$(60%4+*_(H($4@K(+0Y*E'(*8($(60%4+*4D*X30(;%3$&*D4;*S%#;3;%(&NT*
2(M*v4;FY*R4$07*`%+('3;0*3+)*b%+&04+7*.Gg-N

17.* S3M;(+6(7*ZN*bN*P`%&F*K3+3=(K(+0*4D*)%=%03$*%+D4;K30%4+Y*J*9$(*D4;K30*%+H(&0%=30%4+NT*
C",(0)1%"(%I)<#3#=%3(&%Q(7"#!3*)"(%T$-",#0$-*d:SV`fN*b3&'%+=04+7*,---7*?B*@N

18.* S(&F7*XN*PVK3=(*D4;K30*D4;*@;(&(;H30%4+*3+)*366(&&NT*C"!!)--)"(%"(%D#$%-$#%23*)"(%
3(&%/00$--.%C",(0)1%"(%I)<#3#=%3(&%Q(7"#!3*)"(%T$-",#0$-*d:SV`fN*b3*&'%+=04+7*
.GG-7*..*@N
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19.* S"$$7*b%$$%3K*!N*PA";0'(;*:4KK(+0&*4+*:$%K30(*:4+0;4$*Z"%)($%+(&NT*<+$%+(*30*'00@Yaa
@3$%K@&(&0N&03+D4;)N()"aM336aM+aM+.?aM+.?^.aM+.?^...N'0K$N

20.* `(3$7*b%$$%3K*JN*P84K(*E'4"='0&*4+*0'(*`(6(+0*:JS*!;(&&*`($(3&(*4+*:$%K30(*:4+0;4$*
D4;*:"$0";3$*:4$$(60%4+&NT*<+$%+(*30*'00@Yaa@3$%K@&(&0N&03+D4;)N()"aM336aM+aM+.?a
M+.?^.aM+.?^..-N'0K$N*J$$*%+*bJJ:*2(M&$(00(;*.?d.f*dU3+"3;/*.GGBfN

21.* S"$$7*b%$$%3K*!N7*M%0'*0'(*3&&%&03+6(*4D*!3"$*2N*\3+F&N*P:4+&(;H30%4+*5+H%;4+K(+0*
Z"%)($%+(&*D4;*S%#;3;%(&*3+)*J;6'%H(&NT*<003M37*<2Y*:3+3)%3+*:4"+6%$*4D*J;6'%H(&7*
.GGBN*JH3%$3#$(*D;4K*:3+3)%3+*:4"+6%$*4D*J;6'%H(&7*Cii*b($$%+=04+*80N7*`44K*.--G7*
<003M37*<27*W.J*-2C7*:3+3)3N

22.* X3=;%$$7*`4&(*X3;/*3+)*U4'+*:4;#%+N*PJ6Q"%&%0%4+&*X3+3=(K(+0*3+)*:4$*$(6*0%4+*
_(H($4@K(+0*%+*S%#;3;%(&7T*,nd*()N*:'%63=4Y*JK(;%63+*S%#;3;/*J&&4*6%30%4+7*.GgGN

23.* X%$(&7*:30'(;%+(*5N* Pb44)*:430%+=&* D4;*_%&@$3/*3+)*804;3=(*:3&(&NT*E*,&)$-%
)(%C"(-$#23*)"(*C.NC*dJ"="&0*.GghfY*..ie,iN

24. X3#3%G"0,!$(*%"(%/,*6$(*)0)*=9*1258:<7*.GGiN
25.* 230%4+3$*V+D4;K30%4+*803+)3;)&*<;=3+%>30%4+N*P5+H%;4+K(+03$*Z"%)($%+(&*D4;*0'(*804;3=(*4D*
!3@(;*̀ (64;)&NT*V$06()031%T$+"#*%XQER;VTZK;KLL[.*\(0'(&)37*X_Y*2V8<*!;(&&7*.GGB7*@N*.N

26. V6$%R+$#3*)"(31%A,)&$1)($-%7"#%*6$%Q!+1$!$(*3*)"(%"7%*6$%B"#1&%Y$#)*34$%C"(2$(*)"(9 
1258:<7*.G?,*04*,--gN

27.* <&#";+7*:'3;$(&*\N*3+)*`4&&*J0F%+&4+7*()&N*P:4$$(60%4+*X3+3=(K(+0Y*J*2(M*E;(30%&(7T*
H4$&N*.e,N*Z;((+M%6'7*:EY*UJV*!;(&&7*V+6N7*.GG.N

28. D#"7$--)"(31%4,)&$1)($-9*5N*:N*:N*<N7*,--,N
29.* !"=$%37*8N7*PE'(*64&0&*4D*)%=%03$*%K3=%+=*@;4[(607T*.GGG7*TIA%G)4)X$:-9*c4$N*C*2"K#(;*B7*
d.GGGf7*.,*@N

30.* !"=$%37*8N7*`(()7*UN7*`'4)(&7*5N7*PE(6'+%63$*="%)($%+(&*D4;*)%=%0%&%+=*3;6'%H3$*K30(-
;%3$&*D4;*($(60;4+%6*366(&&Y*6;(30%4+*4D*@;4)"60%4+*K3&0(;9$(&*%K3=(&7T*,--i7*1N*8N*
230%4+3$*J;6'%H(&*3+)*`(64;)&*J)K%+%&0;30%4+*d2J`Jf7*,--i7*g?*@N

31.* Pn"3$%030%H(* :4$$(60%4+* J+3$/&%&Y* E'(* :4+&@(60"&* X(0'4)4$4=/NT* 8/&0(K&*
3+)*!;46()";(&*5L6'3+=(*:(+0(;7*W%0*.B.N*b3&'%+=04+7*_N*:NY*J&&46%30%4+*4D*`(&(3;6'*
S%#;3;%(&7*A(#;"3;/*.GgGN

32.* `3@'3($7*EN*P:4+&(;H30%4+*Z"%)($%+(&Y*_(&%=+*3+)*A3#;%630%4+*4D*5L'%#%0&NT*R3;@(;&*
A(;;/7*bcY*_%H%&%4+*4D*:4+&(;H30%4+7*230%4+3$*!3;F*8(;H%6(7*R3;@(;&*A(;;/*:(+0(;7*.GG.N

33.* `(%$$/7*U3K(&*XN7*_4"=$3&*bN*2%&'%K";37*3+)*5)M3;)*r%++N*P2(M*E44$&*D4;*!;(&(;H30%4+Y*
J&&(&&%+=*S4+=^E(;K*5+H%;4+K(+03$*5DD(60&*4+*S%#;3;/*3+)*J;6'%H(&*:4$$(60%4+&NT*
b3&'%+=04+7*_N*:NY*:4KK%&&%4+*4+*!;(&(;H30%4+*3+)*J66(&&7*24H(K#(;*.GGBN

34. T$-"1,*)"(%"(%*$#!)("1"4=9*V:<X*::7*,--gN
35.* `'/&^S(M%&7*U4+30'3+7*PJ60%H%0%(&*%+*J;6'%H(&*3+)*S%#;3;%(&*%+*_(H($4@%+=*:4"+0;%(&7*
J+*J)H%&4;/*Z"%)($%+(*4+*!4$%6/*3+)*!$3++%+=NT*24H(K#(;7*,---7*)4M+$43)()*U"$/*
,-..*D;4KY*MMMN363;KN4;=a)46"K(+0&aZ"%)($%+(&w,-4+w,-!;(&(;H30%4+N@)D

36.* `%(=(;7*<N*vN7*P!;(&(;H30%4+*%+*0'(*3=(*4D*$3;=(^&63$(*)%=%0%>30%4+NT*C",(0)1%"(%I)<#3#=%
3(&%Q(7"#!3*)"(%T$-",#0$-*d:SV`f7*b3&'%+=04+7*,--g7*B,*@N

37.* `%0>(+0'3$(;7*X3;/*S/++N*P!;(&(;H%+=*J;6'%H(&*3+)*X3+"&6;%@0&NT*:'%63=4Y*E'(*846%(0/*
4D*JK(;%63+*J;6'%H%&07*.GGCN

38.* `SZ*!;(&(;H30%4+*2(()&*J&&(&&K(+0*!36F3=(*d!;(2J!fN*X4"+03%+*c%(M7*:JY*`(&(3;6'*
S%#;3;%(&*Z;4"@7*.GG.N*xJ+*3"04K30()*044$*04*3&&(&&*@;(&(;H30%4+*+(()&N*JH3%$3#$(*
D;4K*!;(&(;H30%4+*!"#$%630%4+*:44;)%+304;7*`SZ7*.,--*c%$$3*80;((07*X4"+03%+*c%(M7*
:J*Gi-i.e..--Ny

39.* 8K%0'&4+%3+*V+&0%0"0%4+*!;(&&*<D96(N*Pb4;F*4D*8K%0'&4+%3+*86%(+0%&0&*̀ (H%&(&*Z"%)($%+(&*
D4;*:$%K30(*:4+0;4$*%+*X"&("K&*3+)*J;6'%H(&OT*3+)*5$$(+*X6:;3)/7*PE(K@(;30";(*z*
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`R*Z"%)($%+(&*:'3$$(+=()*#/*8K%0'&4+%3+NT*\40'*%+*/<<$=%X$:-1$**$#9*.gNi^B*dJ"=e
8(@*.GGif*30*'00@Yaa@3$%K@&(&0N&03+D4;)N()"a#/4;=a3##(/a3+a3+.ga3+.g^iaN

40.* E3++(;7*8N7*Y3(&<""\%"(%0"-*%#$&,0*)"(%)(%&)4)*)-3*)"(9*,--h7*XV25`cJ*!$"&*!;4[(607*
,--h7*Ch*@N

41.* PE(&0&*&";*$(&*_c_*(+;(=%&0;3#$(&*;u3$%&u&*{*$s"+%H(;&%0u*E(%F4*R(%&(%NT*FRE9 226, 
d,--hf7*@N*,.e,,N

42. V6$%C"(-$#23*"#;T$-*"#$#J%3%G$'()*)"(%"7%*6$%D#"7$--)"(.*V:<X7*.GgiN
43.* E;"K@/7*ZN7*c%3+%7*XN7*Pc3$"03>%4+(*)($$s%K@3004*)(%*)%&@4&%0%H%*)%*36Q"%&%>%4+(*)%=%03$(*
&"%*K3+"D300%*63;036(%7T*,--g7*T)(3-0)!$(*"%&)4)*31$9%],3&$#()%&)%-*,&)"9%[9%Ĥ ZZMN9%LL%+.

44.* 1+%H(;&%0/*4D*:3$%D4;+%3*30*83+*_%(=4*S%#;3;%(&*!;(&(;H30%4+*_(@3;0K(+0N*P1:8_*8036F*
:$(3+%+=*!;46()";(&NT*'00@Yaa4;@'("&N"6&)N()"a@;(&(;H30%4+a#&06$(3+N'0K$N

45.* b4;0K3+7*b%$$%3K*JN*P:4$$(60%4+*X3+3=(K(+0Y*\36F=;4"+)*3+)*!;%+6%@$(&NT*:'%63=4Y*
JK(;%63+*S%#;3;/*J&&46%30%4+7*.GgGN

46.* b3$$(+&7*J++(*d)(f7*PS(*;|$(*)"*;u=%&&(";*)3+&*$3*64+6(@0%4+*(0*H%(*)(&*;u&(;*H(&*
)"*)u@3;0(K(+0*)(&*@(%+0";(&*)"*K"&u(*)"*S4"H;(7T*)3+&*F,-_$-%$*%0"11$0*)"(-%
+,<1)8,$-%&$%`#3(0$9*;(H"(*)(*$m3&&46%30%4+*=u+u;3$(*)(&*64+&(;H30%4+&*)(&*64$$(6-
0%4+&*@"#$%Q"(&*)(*A;3+6(7*+*,,Ge,,C7*K3;&*,--,7*@N*,.e,CN

47.* b3$&04+7*8"(7*\(;0;3K*\;%3+7*P5H3$"30%4+*)(*$m(&@36(*+u6(&&3%;(*@4";*$3*K%&(*(+*;u&(;H(*
)(*64$$(60%4+&*(0'+4=;3@'%Q"(&T*)3+&*/0*$-%&,%0"11"8,$%&$%1a/T//`b%J%D3#)-%McLcKZ%R0*"<#$%
KLL^9%C"(-$#23*)"(;T$-*3,#3*)"(%&$-%?)$(-%0,1*,#$1-%I3%0"(-$#23*)"(%+#$2$(*)2$.

48.* r36'3;/7*8'3++4+N*PX3+3=%+=*3*8036F&*:$(3+%+=*!;4[(60NT*/<<$=%X$:-1$**$#%^2, 3 
d.GGgfN*'00@Yaa@3$%K@&(&0N&03+D4;)N()"a#/4;=a3##(/a3+a3+,,a3+,,^Ca3+,,^C-BN'0K$N

RESOURCES ON LINE

Preservation and Conservation
 l JJEJ*<+$%+(jZ(00/*:4+&(;H30%4+*V+&0%0"0(
 l E'(*JK(;%63+*V+&0%0"0(*D4;*:4+&(;H30%4+*4D*R%&04;%6*3+)*J;0%&0%6*b4;F&*dJV:f
 l E'(*\44F*3+)*!3@(;*Z;4"@
 l JK(;%63+*S%#;3;/*J&&46%30%4+j!;(&(;H30%4+*!4$%6/
 l J&%3+*J63)(K/*D4;*R(;%03=(*X3+3=(K(+0
 l :3+3)%3+*:4+&(;H30%4+*V+&0%0"0(
 l :3+3)%3+*R(;%03=(*V+D4;K30%4+*2(0M4;F
 l :4+&(;H30%4+*<+S%+(*d:4<Sf
 l :4"+6%$*4+*S%#;3;/*3+)*V+D4;K30%4+*`(&4";6(&*d:SV`f
 l 5N:N:N<N*%&*0'(*5";4@(3+*:4+D()(;30%4+*4D*:4+&(;H304;^`(&04;(;&m*<;=3+%*&30%4+&*
d5N:N:N<Nf7*'00@YaaMMMN(664^("N4;=a

 l 5";4@(3+*!;(&(;H30%4+*V+D4;K30%4+*:(+0(;*d5!V:f
 l R(;%03=(*!;(&(;H30%4+*S%#;3;/*4D*:4+=;(&&*!;(&(;H30%4+*_%;(604;30(
 l V+0(;+30%4+3$*:4"+6%$*4D*X"&("K&7*'00@Yaa%64KNK"&("Ka
 l 230%4+3$*J;6'%H(&*3+)*`(64;)&*J)K%+%&0;30%4+*d2J`Jf
 l 230%4+3$*:(+0(;*D4;*!;(&(;H30%4+*E(6'+4$4=/*3+)*E;3%+%+=*d2:!EEf*
 l 230%4+3$*S%#;3;/*4D*J"&0;3$%3
 l !;(&(;H30%4+_%;(604;/N64K
 l `(=%4+3$*J$$%3+6(*D4;*!;(&(;H30%4+*d`J!f
 l 846%(0/*4D*`46F/*X4"+03%+*J;6'%H%&0&
 l E'(* V+0(;+30%4+3$* A()(;30%4+* 4D* S%#;3;/* J&&46%30%4+&*3+)* V+&0%0"0%4+&* dVASJf7*
!;(&(;H30%4+*3+)*:4+&(;H30%4+*d!J:f*'00@YaaMMMN%k3N4;=a@36
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 l b(&0(;+*J&&46%30%4+*D4;*J;0*:4+&(;H30%4+*dbJJ:f

Preservation Education
 l JK%=4&*S%#;3;/*8(;H%6(&*!;(&(;H30%4+*8(;H%6(
 l J&&46%30%4+*4D*24;0'*JK(;%63+*Z;3)"30(*!;4=;3K&*%+*:4+&(;H30%4+*dJ2JZ!V:f
 l '00@YaaMMMN%&6'44$N"0(L3&N()"aw?53+3=@%6\44F&*30*c%;=%+%3Y*`3;(*\44F*86'44$
 l E'(*W%$=3;$%+*:(+0(;*D4;*!;(&(;H30%4+*4D*0'(*:"$0";3$*`(64;)

Books, Paper, and Photographs
 l J+0%Q"3;%3+*\44F&($$(;&m*J&&46%30%4+*4D*JK(;%63
 l :3+3)%3+*\44F#%+)(;&*3+)*\44F*J;0%&0&*Z"%$)
 l E'(*_3="(;;(%3+*846%(0/
 l A;%(+)&*4D*_3;)*R"+0(;
 l Z"%$)*4D*\44FM4;F(;&
 l J*R%&04;/*4D*!'404=;3@'/*#/*_;N*`4#(;0*S(==30
 l VK3=(*!(;K3+(+6(*V+&0%0"0(
 l E'(*`4/3$*!'404=;3@'%6*846%(0/
 l b%$'($K*VK3=%+=*`(&(3;6'
 l `4#(;0*:N*b%$$%3K&*!3@(;*X"&("K

Library/Archives/Museum Associations and Organizations
 l JS:E8*!;(&(;H30%4+*3+)*`(D4;K300%+=*8(60%4+*d!J`8f
 l JK(;%63+*J&&46%30%4+*D4;*V+D4;K30%4+*3+)*VK3=(*X3+3=(K(+0*dJVVXf
 l JK(;%63+*J&&46%30%4+*D4;*8030(*3+)*S463$*R%&04;/*dJJ8SRf
 l JK(;%63+*J&&46%30%4+*4D*X"&("K&*dJJXf
 l JK(;%63+*S%#;3;/*J&&46%30%4+*dJSJf
 l J&&46%30%4+*4D*`(&(3;6'*S%#;3;%(&*dJ`Sf
 l X3&&36'"&(00&*\43;)*4D*S%#;3;/*:4KK%&&%4+(;&*dX\S:f
 l 230%4+3$*!3;F*8(;H%6(*X"&("K*X3+3=(K(+0*!;4=;3K
 l 230%4+3$*!3;F*8(;H%6(*X"&("K*`(&4";6(*:(+0(;*d2!8f
 l 2(M*5+=$3+)*J;6'%H%&0&*d25Jf
 l 2(M*5+=$3+)*X"&("K*J&&46%30%4+*d25XJf
 l 846%(0/*4D*JK(;%63+*J;6'%H%&0&*d8JJf

Standards Organisations
 l JK(;%63+*J&&46%30%4+*D4;*V+D4;K30%4+*3+)*VK3=(*X3+3=(K(+0*dJVVXf
 l JK(;%63+*230%4+3$*803+)3;)&*V+&0%0"0(*dJ28Vf
 l JK(;%63+*846%(0/*D4;*E(&0%+=*3+)*X30(;%3$&*dJ8EXf
 l 230%4+3$*V+D4;K30%4+*803+)3;)&*<;=3+%>30%4+*d2V8<f
 l J&&46%30%4+*A;3+}3%&(*)(*24;K3$%&30%4+*dJA2<`fY*'00@YaaMMMN3D+4;N4;=a
 l 5+0(*23>%4+3$(*V03$%3+4*)%*1+%963>%4+(*d12VfY*'00@YaaMMMN"+%N64Ka
 l V+0(;+30%4+3$*<;=3+%&30%4+*D4;*803+)3;)%&30%4+*dV8<fY*'00@YaaMMMN%&4N4;=a%&4a'4K(N'0K

REFERENCE TO CONSERVATION STANDARDS

General (Library and Archival Materials)
 l \8*BiBiY,---*dV:8*-.N.i-N,-fj`(64KK(+)30%4+&*D4;*0'(*&04;3=(*3+)*(L'%#%0%4+*
4D*3;6'%H3$*)46"K(+0&
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 l J28Va2V8<*rCGN?G^,--.*dV882Y*.-i.^BhBCfj5+H%;4+K(+03$*:4+)%0%4+&*D4;*5L'%#%0%+=*
S%#;3;/*3+)*J;6'%H3$*X30(;%3$&

 l ~!*~g-^--.j:4+&(;H30%4+*)(&*#%(+&*6"$0";($&7*!|$(*)(*64+&(;H30%4+7*_u9+%0%4+*(0*63;-
360u;%&0%Q"(&*D4+60%4++($$(&*)(&*(&@36(&*@(;K(003+0*$3*64+&(;H30%4+*(0*$m(L@$4%030%4+*
)(*#%(+&*6"$0";($&

Magnetic Tape and Optical Media
 l VJ8J^E:*-i7*Z"%)($%+(&*4+*0'(*!;4)"60%4+*3+)*!;(&(;H30%4+*4D*_%=%03$*<#[(60&
 l VJ8J^E:*-C*E'(*83D(="3;)%+=*4D*J")%4*R(;%03=(Y*50'%6&7*!;%+6%@$(&*3+)*!;(*&(;*H3*0%4+*
80;30(=/

 l V8<*.gG,.Y,--,d5f*VK3=%+=*K30(;%3$&j:4K@360*)%&6&*d:_^`<XfjX(0'4)*D4;*(&0%-
K30%+=*0'(*$%D(*(L@(603+6/*#3&()*4+*0'(*(DD(60&*4D*0(K@(;30";(*3+)*;($30%H(*'"K%)%0/

 l V8<*.gG,BY,--,* VK3=%+=*K30(;%3$&j<@0%63$* )%&6*K()%3j804;3=(* @;360%6(&*
V8<*.gG,?Y,--,d5f*VK3=%+=*K30(;%3$&j`(64;)3#$(*64K@360*)%&6*&/&0(K&jX(0'4)*
D4;*(&0%K30%+=*0'(*$%D(*(L@(603+6/*#3&()*4+*0'(*(DD(60&*4D*0(K@(;30";(*3+)*;($30%H(*
'"K%)%0/

 l V8<a_V8*.gGCC*d,--C*_;3D0f*VK3=%+=*K30(;%3$&jX3=+(0%6*03@(j:3;(*3+)*'3+)$%+=*
@;360%6(&*D4;*(L0(+)()*"&3=(

Paper
 l J28Va2V8<*rCGN?G^,--.*dV882Y*.-i.^BhBCf*5+H%;4+K(+03$*:4+)%0%4+&*D4;*5L'%#%0%+=*
S%#;3;/*3+)*J;6'%H3$*X30(;%3$&

 l V8<ab_*..?GG*d.GGGfN*_46"K(+0*804;3=(*`(Q"%;(K(+0&
 l J28Va2V8<*rCGN??^,--.* V882Y*.-i.^BhBCjZ"%)($%+(&* D4;* V+D4;K30%4+*J#4"0*
!;(&(;H30%4+*!;4)"60&

3(")"'%0#(&-.2,45.',066.078.#%&7)6
 l V8<*.gG-,Y,--.*VK3=%+=*K30(;%3$&j!;46(&&()*@'404=;3@'%6*9$K&7*@$30(&*3+)*@3-
@(;&jA%$%+=*(+6$4&";(&*3+)*&04;3=(*64+03%+(;&

 l V8<*.gG..Y,---*VK3=%+=*K30(;%3$&j!;46(&&()*&3D(0/*@'404=;3@'%6*9$K&j804;3=(*
@;360%6(&

 l V8<*.gG.gY,---*VK3=%+=*K30(;%3$&j!;46(&&()*@'404=;3@'%6*@$30(&j804;3=(*@;36-
tices

 l V8<*.gG,-Y,---*VK3=%+=*K30(;%3$&j!;46(&&()*@'404=;3@'%6*;(D$(60%4+*@;%+0&j
804;3=(*@;360%6(&
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Section 6

APPENDIX

APPENDIX A: 
CONSERVATION CONDITIONS FOR MOST IMPORTANT MATERIALS IN LIBRARIES

Material Temperature Relative 
Humidity

Light Major risk

!3@(; .h*04*,,o: CB*04*BBw B-*4;*.B-*$"L %+&(60&7*K%6;4-
4;=3+%&K7*6'(K-
ical and photo-
6'(K%63$*)(=;3-
)30%4+7*)%K(+-
sional stability

:($$"$4&(*+%0;30( .-o: �*B-w B-*$"L '(307*$%='0

Photos ,o:*D4;*64$4";()*
photos

.go:*D4;*40'(;*
0/@(&*4D*@'404&

C-eB-w c3;%(0%(&* $%='07*6$%K30(*

S(30'(; .h*04*,,o: i-*04*BBw B-*4;*.B-*$"L %+&(60&7*K%6;44;-
=3+%&K

Wood .h*04*.go: B-*04*h-w* �*.B-*$"L %+&(60&7*)%K(+-
sional stability

E(L0%$( .h*04*,-o: i-*04*BBw* B-*4;*.B-*$"L %+&(60&7*K%6;4-
4;=3+%&K7*6'(K-
ical and photo-
6'(K%63$*)(=;3-
dation

APPENDIX B: 
MAXIMUM RECOMMENDED LEVELS OF POLLUTANT GASES

8"$@'";*)%4L%)( .*�=aK3

<L%)(&*4D*+%0;4=(+ B*�=aK3

<>4+( ,B*�=aK3

:3;#4+*)%4L%)( iB*�=aK3

_"&0*@3;0%6$(& ?B*�=aK3
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APPENDIX C: 
EQUIPMENT OF A BOOK AND PAPER WORKSHOP

E'(*D4$$4M%+=*$%&0&*4D*K30(;%3$&*3+)*(Q"%@K(+0*64K(&*D;4KY*P:4+&(;H30%4+*3+)*!;(&(;H30%4+*
J60%H%0%(&*%+*J;6'%H(&*3+)*S%#;3;%(&*%+*_(H($4@%+=*:4"+0;%(&7*J+*J)H%&4;/*Z"%)($%+(*4+*!4$%6/*
3+)*!$3++%+=T*#/*U4+30'3+*`'/&^S(M%&7*24H(K#(;*,---7*)4M+$43)()*U"$/*,-..*D;4KY*MMMN
363;KN4;=a)46"K(+0&aZ"%)($%+(&w,-4+w,-!;(&(;H30%4+N@)D

E'(*D4$$4M%+=*(Q"%@K(+0*%&*(&&(+0%3$*3+)*;(64KK(+)()Y
 l .*&03%+$(&&*&0(($*64+&(;H30%4+*&%+F*dD4;*&@(6%3$%&0*&03DD*"&(*4+$/f
 l .*&03%+$(&&*&0(($*)4K(&0%6*&%+F*M%0'*#4M$*3+)*);3%+(;*dD4;*64+&(;H30%4+*&03DD*"&(*4+$/f
 l .*);/%+=*;36F
 l .*)4K(&0%6*;(D;%=(;304;*3+)*�*.*)4K(&0%6*6'(&0*D;((>(;*M%0'*1!8*@4M(;*&"@@$/*04*@;4-
0(60*3=3%+&0*@4M(;*4"03=(&

 l .*K%6;4M3H(*4H(+*dD4;*64+&(;H30%4+*"&(*4+$/f
 l .*#43;)*6'4@@(;
 l .*`4030;%K*6"00(;
 l .*@4;03#$(*$%='0#4L
 l ,*+%@@%+=*@;(&&(&*d04*3664KK4)30(*JC*&%>(*&'((0&f
 l .*+%@@%+=*@;(&&*d04*3664KK4)30(*J,*&%>(*&'((0&f
 l .*"$0;3&4+%6*'"K%)%9(;
 l .*'3+)^'($)*0'(;K4'/=;4K(0(;*dD4;*(+H%;4+K(+03$*K4+%04;%+=f
 l .*0(K@(;30";(^64+0;4$$()*036F%+=*%;4+
 l .*M(%='%+=*#3$3+6(

E'(*D4$$4M%+=*D";+%0";(*%&*(&&(+0%3$*3+)*;(64KK(+)()Y
 l i*);3"='0&K(+m&*6'3%;&
 l 2 plan chests
 l ,*$3;=(*#(+6'(&*3+)*6"@#43;)&*dK4)"$3;*&/&0(KO*K4#%$(j�*.*04*%+6$")(*#"%$0^%+*$%='0-
#4Lf

 l .*;4$$*&04;3=(*;36F

E'(*D4$$4M%+=*'3+)*044$&*3;(*(&&(+0%3$*3+)*;(64KK(+)()Y
 l 80(($*;"$(;&*B-*6K*�*,
 l d24+^&$%@f*.--*6K*�*,
 l :3;@(+0(;&*&(0*&Q"3;(*�*,
 l 8K3$$*036F%+=*'3KK(;*�*,
 l `(0;3603#$(*&0(($*K(3&";(*B*K*�*,
 l \4+(*D4$)(;&*d;4"+)()*3+)*@4%+0()f*�*B*4D*(36'
 l 86%&&4;&*K()%"K*�*,
 l &K3$$*�*,*:
 l 863$@($*'3+)$(&*d24N*C*3+)*24N*if*�*B*4D*(36'
 l 863$@($*#$3)(&*d.-37*.,7*.B7*,C7*,hf*�*B--*0403$
 l _%H%)(;&*�*,
 l JM$*4;*#4)F%+*�*,
 l 2(()$(*'4$)(;*�*,
 l 2(()$(&*d&%>(&*.?z.gf*�*,*@36F&*4D*(36'
 l \;"&'(&*d)%DD(;(+0*&%>(&*3+)*M%)0'&f*�*,-

mailto:@f*.--*6K*�*
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 l 10%$%0/*F+%D(*M%0'*;(0;3603#$(*#$3)(*�*,
 l 10%$%0/*F+%D(*#$3)(&*�*.-*@36F&
 l EM((>(;&aD4;6(@&*�*,

<0'(;*;(64KK(+)()*%0(K&Y
 l b(%='0&*dH3;%4"&*&%>(&*3+)*M(%='0&f*�*B-
 l !(;&@(L*&'((0&*dh-*6K*�*ii*6K*�*,*6Kf*�*,-
 l b44)(+*@;(&&%+=*#43;)&*dh-*6K*�*ii*6K*�*,*6Kf*�*B-*xE4*#(*(%0'(;*X()%"K*_(+&%0/*
A%#;(#43;)*dX_Af*4;*M44)*0'30*%&*+40*(3&%$/*&@$%+0(;()j+40*6'%@#43;)y

 l 8($D^'(3$%+=*6"00%+=*K30*$3;=(*d,*K*�*.*Kf*�*.
 l X()%"K*�*,
 l 8K3$$*�*,
 l 8@4+=(&*H3;%4"&*&%>(&*�*,-
 l b30(;*&@;3/*�*.-
 l 8(M%+=*0';(3)*d.haC*3+)*.gaCf*�*.*&F(%+*4D*(36'
 l :4004+*M44$
 l :4004+*#")&

E'(*D4$$4M%+=*6'(K%&0;/*&"@@$%(&*3;(*;(64KK(+)()Y
 l _%&0%$$()*M30(;*d&03;0^"@*Q"3+0%0/f*�*.-*$%0;(&
 l 803%+$(&&*&0(($*&@30"$3*�*B
 l !4$/@;4@/$(+(*#(3F(;&j.--*K$*�*B7*i--*K$*�*B7*.*$%0;(*�*B
 l !$3&0%6*#4M$&*�*B
 l !$3&0%6*64+03%+(;&*M%0'*3%;0%='0*$%)&*dH3;%4"&*&%>(&f*�*.-
 l 803%+$(&&*&0(($*&@44+&*�*B
 l @R*%+)%6304;*&0;%@&*d@R*iNie.-f*�*.-*#4L(&
 l _%&@4&3#$(*P&'3;@&T*64+03%+(;*dA4;*&63$@($*3+)*6"00%+=*#$3)(&f*�*.
 l _%&@4&3#$(*)"&0*K3&F&*�*B-
 l _%&@4&3#$(*;"##(;*=$4H(&*d)%DD(;(+0*&%>(&f*�*,-*#4L(&

*E'(*D4$$4M%+=*&($(60%4+*4D*K30(;%3$&*3;(*;(64KK(+)()*04*D4;K*0'(*#3&%6*P&03;0(;*@36FYT
 l <+6(*(&03#$%&'()7*3*@;(6%&(*&046F^6'(6F%+=*&/&0(K*M%$$*+(()*04*#(*)(H%&()*&4*0'30*
$(H($&*4D*"&(*3;(*;(64;)()*3+)*;(@$36(K(+0&*3;(*4;)(;()*M($$*%+*3)H3+6(*04*(+&";(*
0'30*+4*&046F&*;(36'*>(;4N

 l J;6'%H3$*W;3D0*@3@(;*�*B*@36F&
 l J;6'%H3$*K3+%$3*@3@(;*�*.-*@36F&
 l J;6'%H3$*64H(;*@3@(;*�*B*@36F&
 l J;6'%H3$*#4L#43;)*d.---*K%6;4+f*�*.-*@36F&
 l J;6'%H3$*Q"3$%0/*@'404=;3@'%6*(+6$4&";(&*di^k3@&f*�*B--
 l J;6'%H3$*Q"3$%0/*=$3&&*+(=30%H(*#4L(&*�*.-*:\_
 l \4+)%+3*&"@@4;0*9#;(*dC-*=&K*3+)*.--*=&Kf*.*;4$$*4D*(36'
 l !4$/(&0(;*D($0*&"@@4;0*K30(;%3$*dh*KK*0'%6F+(&&f*�*C*;4$$&
 l J;6'%H3$*#$400%+=*@3@(;*dPX(=3&4;#T*3+)*PJQ"3D4;0(Tf*�*.-*@36F&*3+)*�*,*;4$$&
 l J;6'%H3$*;(@3%;*0%&&"(*dP8@%)(;T*3+)*P<WTf*�*C*;4$$&*4D*(36'
 l J;6'%H(*E(L0*3;6'%H3$*K36'%+(^K3)(*@3@(;*dgB*=&Kf*�*.---*&'((0&
 l A;3/+40*3;6'%H3$*#36F%+=*6$40'*�*.*;4$$
 l E(;/$(+(*�*,*;4$$&
 l !4$/0'(+(*d,B-*=3"=(f*�*B*;4$$&
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 l X($%+(L*3;6'%H3$*@4$/(&0(;*�*,-*;4$$&*dX%6;4+*0'%6F+(&&*?B*xL*.-y7*.--7*.,Bf
 l J;6'%H(*$%+(+*03@(*�*,-7*B-*K*;4$$&
 l E/H(F*$3#($&*�*.-7---*!5
 l b30(;@;44D*@(+&*�*.-*W:8
 l b'(30*&03;6'*@3&0(*�*B*.*F=*[3;&

E'(*D4$$4M%+=*#%+)%+=*(Q"%@K(+0*%&*(&&(+0%3$*3+)*;(64KK(+)()Y
 l .*#$46F%+=*@;(&&
 l .*&(M%+=*D;3K(
 l .*$3/%+=*@;(&&
 l .*#36F%+=*'3KK(;
 l .,�*&0(($*;"$(;&
 l .*@3%;*4D*#36F%+=*#43;)&
 l =$3&&*@3@(;*3+)*&3+)*@3@(;
 l &(M%+=*03@(&*dH3;%4"&*&%>(&f
 l J;6'%H3$*\"6F;3K*#44F6$40'*�*,*;4$$&*d#;4M+*3+)*#$36Ff
 l X%$$#43;)*dH3;%4"&*0'%6F+(&&f*�*,B*4D*(36'
 l Z;(/#43;)*dH3;%4"&*0'%6F+(&&f*�*,B*4D*(36'
 l :3;0;%)=(*@3@(;*dM'%0(*3+)*6;(3Kf*�*.--*&'((0&*4D*(36'

*!(;&4+3$*@;40(60%H(*(Q"%@K(+0*d!!5f*%&*0'(*9;&0*3+)*K4&0*#3&%6*@;40(60%4+*D4;*0'(*%+)%H%)-
"3$*%+H4$H()*%+*0'(*"&(*4D*6'(K%63$*@;46()";(&N

 l R3+)&j#/*0'(*"&(*4D*=$4H(&*d"&"3$$/*$30(L*4;*2%0;%$(f
 l 24&(*3+)*K4"0'j#/*0'(*"&(*4D*)"&0*K3&F&*3+)*;(&@%;304;&
 l 5/(&j#/*0'(*"&(*4D*=4==$(&*4;*&3D(0/*=$3&&(&
 l A36(j#/*0'(*"&(*4D*D36(*&'%($)&
 l :$40'(&j#/*0'(*"&(*4D*3@;4+&*3+)*4H(;3$$&

APPENDIX D: MOST USED FILE FORMATS FOR DIGITISATION

Name TIFF 6.0 
dE3==()*VK3=(*
A%$(*A4;K30f

JPEG 
dU4%+0*!'404^
=;3*@'%6*5L@(;0*
Z;4"@fa 
JFIF 
dU!5Z*A%$(*
V+0(;6'3+=(*
A4;K30f

GIF 89a 
dZ;3@'%6&*
V+0(;6'3+=(*
A4;K30f

PDF 1.4 
d!4;03#$(*
_46"K(+0*
A4;K30f

Extension(s) N0%D7*N0%DD N[@(=7*N[@=7*N[%D7*
N[%DD

N=%D N@)D

Compression 240*$4&&/Y*
VE1^ENh7*Srb

$4&&/*Y*U!5Z

S4&&/*Y*U!5Z S4&&/*Y*U!5Z 240*$4&&/Y*
VE1^ENh7*Srb7*
U\VZ

S4&&/Y*U!5Z
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