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I.        SUBMISSION OF PROPOSALS 
 

A. An original (1), so marked, and (5) copies, so marked, for a total of (6) of your proposal 
document are required.  In addition, one (1) copy of proposal in an electronic format, either floppy 
disk or CD in Microsoft Word format or PDF file format must also accompany your proposal.  The 
City will not assume responsibility for reproduction where an insufficient number of copies have been 
supplied.  In any such case, the City will notify the Offeror of the deficiency and request that the 
appropriate number of copies be delivered within 24 hours.  Failure to comply with this or other 
requirements of this Request for Proposal shall be grounds for the City to reject such proposals.  
Telegraphic or facsimile submission of proposals is not acceptable and any such proposals will not be 
considered.  Nothing herein is intended to exclude any responsible Offeror or in any way restrain or 
restrict competition.  All responsible Offerors are encouraged to submit proposals. 

 
B. Submission of Proprietary Information: Trade secrets or proprietary information submitted by an 

Offeror in connection with this procurement transaction shall not be subject to public disclosure under 
the Virginia Freedom of Information Act; however the Offeror must invoke the protection of this 
section prior to or upon submission of the data or the materials, and must identify the data or other 
materials to be protected and state the reason why protection is necessary (Section 2.2-4342F of the 
Code of Virginia).  Offerors shall submit, in a separate section of the proposal, any information 
considered proprietary and any copyrighted material and clearly identify the information as 
proprietary and/or copyrighted information.  Offerors may not declare their entire proposal 
proprietary nor may they declare proposed pricing to be proprietary.  References may be made 
within the body of the proposal to proprietary information; however all information contained within 
the body of the proposal not in the separate section labeled proprietary shall be considered Public 
Information. 

 
C. Proposals having any erasures or corrections must be initialed by the Offeror in ink. 

 
D. The City reserves the right to accept or reject any or all proposals, to waive informalities, and to 

reissue any request for proposals and to award contracts to multiple Offerors.  Any contract resulting 
from this Request for Proposal shall not be exclusive to the Successful firm.  The City reserves the 
right to contract with firms not party to the resultant contract for similar work if it determines this to 
be in their best interest.  

 
E. By submitting a proposal response, the Offeror agrees that the proposal response will not be 

withdrawn for a period of 90 days following the due date for proposal responses. 
 

F. By submitting a proposal response, the Offeror certifies that it has not combined, conspired or agreed 
to intentionally rig, alter or otherwise manipulate, or to cause to be rigged, altered or otherwise 
manipulated its proposal response for the purpose of allocating purchases or sales to or among 
persons, raising or otherwise fixing the prices of the goods or services, or excluding other persons 
from dealing with the City. 

 
G. By submitting a proposal response, the Offeror certifies that its proposal is made without collusion or 

fraud and that it has not offered or received any kickbacks or inducements from any other Offeror, 
supplier, manufacturer or subcontracting firm in connection with its proposal; and that it has not 
conferred on any public employee having official responsibility for this procurement transaction any 
payment, loan, subscription, advance, deposit of money, services or anything of more than nominal 
value, present or promised. 

 
H. The City will not be responsible for any expense incurred by any Offeror in preparing and submitting 

a proposal response.  All proposals submitted will become the property of the City. 
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II. GENERAL INFORMATION AND OBJECTIVE  
 

 For the purpose of securing Public Relations/Advertising Services, the City is seeking proposals that offer 
flexible solutions and alternatives in handling various, citywide public relation/advertising campaigns on 
an as needed basis.   

 
 Prior to 1996, the Communications and Marketing Department required the assistance of a public relations 
firm to design and place advertisements, create brochures, flyers, and other collateral materials, etc.  At 
present, the Department rarely requires this type of assistance on a regular basis, now that it has the 
appropriate staffing and is able to produce these materials in-house.  However, on a substantially limited 
basis, the City may have certain projects that cannot be accomplished in-house.   

 
 The Utilities Department has an immediate need to continue certain services for its Combined Sewer 
Overflow Program (CSO), and may have a future need for services related to additional regulatory 
compliance.  The services needed by the Utilities Department are delineated in the Scope of Services 
section below.  

 
 

III. SCOPE OF SERVICES 
 

The City of Lynchburg is seeking qualifications for planning and preparation of: 
 

Utilities Department - Public Relations/Advertising Services: The Utilities department has several 
different divisions and programs listed below that will require services: 

A. Stormwater - The City is in the planning phase for the implementation of a new Stormwater Utility to 
meet new regulatory mandates concerning water quality in local streams, rivers and the Chesapeake Bay. 
This utility will be responsible for maintaining the City's permit requirements; revenue generation and 
maintenance and operation of the City's stormwater infrastructure. The citizens and property owners within 
the City will need to be informed of any new requirements for new construction; retrofits of existing sites; 
general awareness of the types of pollution and there impacts on the City's permit and water quality.  PSAs, 
multimedia, public meetings are all expected needs.  
 
B. SSES - A Sanitary Sewer Evaluation Survey (SSES) Program will inspect and evaluate the City's 
approximately 500 miles of wastewater collection system. The program will use the inspection and 
evaluation data to make repairs or replace any failing portions of the wastewater collection system.  
Property owners will need to be; 1) informed of the need for the program,2) impacts to their properties, 3) 
testing methods and 4) timeframe for the work  
 
C.  FOG - The City is implementing a FOG program to 1) make the public aware of issues caused by 
improper use of the city's sewer system, 2) implement new design requirements and standards for new and 
existing sewer connections, 3) inspection/registration of devices used to control FOG from private property 
 
D. Sewer Extensions - Not all the City is currently provided with sewer service.  The City is considering 
revisions to its current sewer code and policies which may include 1) installation of a low pressure sewer 
system as an alternative to an all gravity sewer system, 2) new criteria for cost sharing of the extension 3) 
new fees for connection and 4) a policy for new development.  If a low pressure sewer system is approved 
for use in the City, potential customers will need to be 1) informed of the new system, 2) informed about 
the differences between the two systems and 3) implementation schedules of the system in their 
neighborhoods.   
 
E. CSO - The mandated separation of the city's combined sewer system. The CSO Program consists of 
several parts, including separation projects and the Rainleader Disconnect Program.   
 
Services which may be provided under this contract include:  

1. Development of database functionality related to the CSO Rainleader Disconnect Program 
2. Neighborhood Meetings - Creation and mailing of meeting invitations, creation of materials including 

video and print.  Assist in arranging locations and setup for neighborhood meetings, etc. 
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3. Coordination and communication with Utilities Staff/ contractors, residents, etc. 
4. Creation of advertisements and other printed materials 
5. Creation of presentation materials, videos, and other special materials 
6. Documentation of projects, sites, etc. via video or still photos 
7. Assistance with the Utilities website using city-approved methods and technology 
8. Assistance with other Utility projects as necessary 
9. Creation of detailed project budgets 

10. Site visits to investigate questions from customers 
 

 General Work-City-wide Projects 

1. Assistance in creation of video materials 
2. Assistance with special projects as needed 
3. Preparation of special materials for selected events, tradeshows, etc. 
 

       
IV. PROPOSAL PREPARATION 
 

The proposal response must address the items included in the Scope of Services and the Criteria for 
Proposal Evaluation.  Proposals should be prepared simply, providing straightforward and concise 
responses to requests for information and descriptions of qualifications and capabilities.  Responses shall be 
limited to no more than twenty pages excluding the cover by including all other materials.  Each copy of the 
proposal must be bound with all documentation in a single volume where practical.  Failure to do so will 
result in a lowered evaluation.  Incomplete proposals may be determined nonresponsive. 

 
Offerors should organize their proposals using the format described below:   

 
A. Title Sheet 

 
Furnish the information requested on the REQUEST FOR PROPOSALS TITLE PAGE of this 
solicitation and include it as the first page of your proposal response.  The name stated on the Title 
Sheet must be the full legal name of the Offeror and the address must be that of the office which will 
have the responsibility for the services provided.  Offeror's shall specify in the introductory cover 
sheet the section(s) containing trade secrets or proprietary information. 

 
B. Project Methodology 

 
Describe the firm’s general approach to providing service under this proposed contract.  Respondents 
must state how the firm will meet the terms and conditions and provide the services requested herein.  
(This section should be quite detailed). 
 

C. Project Schedule 
 

Provide a time line and schedule applicable for the proposed project. 
 

D. Experience of the Offeror in Providing These Services 
 

Include a brief statement of the Offeror's experience in providing the services stated in the Scope of 
Services, including history of the firm, principals, and qualifications to undertake this project.  Provide 
a comprehensive list of personnel who would be assigned to the City account and their direct 
relationship in coordinating proposed services, include individual’s related experience, project team 
role and time commitment of each member.  Provide an example of a campaign your company was 
involved in or was primarily responsible for, involving recruitment or participation enhancement 
directed at a targeted audience.  Include your comments and observations regarding the challenges met 
and outcomes achieved for your client(s).  If any subcontractor firms will be used, they should be 
identified and their qualifications included in the proposal response.  Include experience of key 
individuals to be assigned to this contract, emphasizing their experience in working with similar 
contracts and local governments.  Show only experience directly related to their assigned duties under 
the proposed contract.  
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E. Schedule of Fees 
 
 Provide a comprehensive schedule of fees, which would be applicable, if your agency were awarded 

this contract.  Include any base retainer fees and itemize those services, which would be included.  
Provide a detailed billing strategy preferable to your firm if awarded the contract. 

 
F. Electronic Communication Capabilities 
 
  Discuss at length a proposed method of electronic communication of documents, files, media, and 

proofs, utilizing the existing City communications network.  Proposal should include at a minimum 
data transmission to a single City interface.  A technical City contact will be provided upon request to 
provide comment and information on the City’s communication capabilities.  Innovative and/or 
creative solutions to this requirement are strongly encouraged and desired.  Such methods may include 
all necessary hardware, software, and training to facilitate the process. 

 
G.   References 

 
Provide a list of three clients for whom similar services have been provided and dates when the service 
was provided.  Include client name, address, telephone number, facsimile number, description of type 
of services performed, and person the City may contact. 

 
H. Insurance 

 
The selected firm shall be required to maintain in force such insurance, in amounts acceptable to the 
City, as will protect himself and the City from claims which may arise out of or result from the 
execution of the work, whether such execution be by himself, his employees, agents, subcontractor 
firms or by anyone for whose acts any of them may be liable.  This coverage should include, at a 
minimum, Worker's Compensation, General Liability (including premises/operations, independent 
successful firms, products and completed operations, contractual liability and personal injury liability) 
and Automobile Liability.  All insurance shall be provided by companies authorized to conduct 
business in the Commonwealth.  The selected firm shall furnish the City with an original Certificate of 
Insurance upon request.  The Certificate should name the City as additional insured.  The selected firm 
shall notify the City at least 30 days prior to policy cancellation, non-renewal or reduction of coverage.  

 
 
V. CRITERIA FOR PROPOSAL EVALUATION AND METHOD OF AWARD 
 

Evaluation Criteria  
 

Proposals will be reviewed and evaluated according to the following criteria: 
 

1. Experience of the firm in providing the required services. 
2. Fees 
3. Experience and qualifications of the Project Manager and key staff members with similar types of 

projects. 
4. Demonstrated understanding of the scope of work.  Capabilities to perform work within the 

project  schedule and budgetary requirements. 
5. Staff size devoted to project. 
6. Capacity of firm to sustain loss of key personnel. 
7. General approach to undertake the project outlined herein. 
8. References 

 
Method of Award 

   
Following evaluation of the written proposals as submitted, selection shall be made of two or more Offerors 
deemed to be fully qualified and best suited among those submitting proposals, on the basis of the factors 
involved in the Request for Proposal, and respondents ranked 1, 2, 3 or more.  Negotiations shall then be 
conducted with the firm ranked number 1 in an attempt to reach an agreement to provide the services.  Price 
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shall be considered, but need not be the sole determining factor.  After negotiations have been conducted 
with the top ranked firm, an agreement cannot be reached, negotiations will be terminated with that firm, 
and negotiations began with the firm ranked number 2.  This procedure will continue until an agreement is 
reached or negotiations are terminated and the services re-solicited.  Should the City determine in writing 
and in its sole discretion that only one Offeror is fully qualified, or that one Offeror is clearly more highly 
qualified than the others under consideration, a contract may be negotiated and awarded to that Offeror. 

 
 
VI. CONTRACT TERM     
 

The initial term of this contract shall be for one year, with up to four option years, from contract signing, 
upon mutual consent of the parties to the contract.  Any time extensions granted by the City shall be by 
written amendment signed by both parties to the original agreement. 

 
 
VII. GENERAL TERMS AND CONDITIONS 
 

A. Subcontracting and Assignment of Work 
   

The successful firm shall not subcontract or assign portions of the work, other than those specifically 
defined in the CONTRACT, without the express written consent of the City.  A description of any 
work the Offeror proposes to subcontract shall be submitted to the City for review and approval along 
with the name and address of the individual, firm, or corporation that is the proposed subcontracting 
firm.  This submittal shall also include a list of the key personnel that the subcontractor firm will 
assign to the project.  All work performed by any subcontractor firm shall be coordinated by the 
successful firm and the successful firm will be responsible to the City for all work performed by any 
subcontracting firm or special consultant. 

 
B. Payment for Services 

 
Payments to the successful firm shall be made within 30 days after receipt of an approved invoice for 
services provided in the previous month.  Backup documentation for each invoice shall be provided in 
detail satisfactory to the City.  The successful firm’s records and documentation supporting such 
invoices shall be made available to the City upon reasonable request.  The successful firm agrees to 
retain all records, documents and support materials relevant to the CONTRACT for a period of five 
years following final payment. 

 
C. Independent Successful firm 

 
The successful firm is an independent successful firm and nothing contained in a subsequent 
CONTRACT shall constitute or designate such firm or any of its agents or employees as employees of 
the City. 

 
D. Notification 

 
Any notice required by the Contract shall be effective if given by registered mail, return receipt 
requested, to the Successful firm in the name and at the address given in its proposal submission; 
provided that change of address shall be effective if given in accordance with this paragraph.  Unless 
otherwise specified, any notice to the City shall be given to the City of Lynchburg, Procurement 
Administrator, 900 Church Street, Lynchburg, VA 24504.  The Successful firm agrees to notify the 
City immediately of any change of legal status or of address.  Any notice provided in accordance with 
this paragraph shall be deemed to have been completed five calendar days after the date of mailing. 

 
E. Termination and Ownership of Documents 

 
The City reserves the right to terminate the contract upon written notice to the Successful firm.  In the 
event of termination pursuant to this paragraph which is not the fault of the Successful firm, the 
Successful firm shall be paid for all services provided through the date of termination.  The contract 
will terminate immediately upon failure of the City of Lynchburg, City Council to appropriate funds 
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for its continuance. 
 

The Successful firm agrees that all information and materials gathered and/or prepared by or for it 
under the terms of the CONTRACT shall be delivered to, become and remain the property of the City 
upon completion of the work or termination of the CONTRACT.  The City shall have the right to use 
and reproduce the data and reports submitted hereunder, without additional compensation to the 
Successful firm. 

 
F. Laws and Regulations 

 
The Successful firm shall abide by all Federal, State and Local laws and regulations governing the 
provision of the services called for in the contract.  The Successful firm shall give notice and comply 
with all laws, ordinances, rules, regulations, and lawful orders of any public authority bearing on the 
performance of the work.  Any legal proceedings arising out of or related to this agreement shall be 
filed by the parties in the City of Lynchburg General District Court or the Lynchburg Circuit Court. 

 
G. Additional Services 

 
The City may add to the Scope of Services or make changes in the Scope of Services any services of a 
similar nature to those specified in the Scope of Services of this Request for Proposals as mutually 
agreed to at a price mutually agreed upon. 

 
H. Severability 

 
Each paragraph and provision of the resultant contract will be severable from the entire agreement and 
if any provision is declared invalid, the remaining provisions shall remain in effect. 

 
I. Licenses and Permits 

 
The Successful firm shall secure and pay for all permits, governmental fees and licenses necessary for 
the proper execution and completion of the work which are legally required prior to and during the 
work.  The City will not charge for any permits required by the City of Lynchburg. 

 
J. Nondiscrimination 

 
If the resultant contract exceeds $10,000, during the performance of the contract, the Successful firm 
agrees as follows: 

 
a. The Successful firm will not discriminate against any employee or applicant for employment 

because of race, religion, color, sex or national origin, except where religion, sex or national origin 
is a bona fide occupational qualification reasonably necessary to the normal operation of the 
Successful firm.  The Successful firm agrees to post in conspicuous places, available to employees 
and applicants for employment, notices setting forth the provisions of this non-discrimination 
clause. 

 
b. The Successful firm, in all solicitations or advertisements for employees placed by or on behalf of 

the Successful firm, will state that such Successful firm is an equal opportunity employer. 
 

c. Notices, advertisements and solicitations placed in accordance with federal law, rule or regulation 
shall be deemed sufficient for the purpose of meeting the requirements of this section. 

 
d. The Successful firm will include the provisions of the foregoing paragraphs a, b and c in every 

subcontract or purchase order of over $10,000, so that the provisions will be binding upon each 
subcontracted firm or vendor. 

 
 K.  Drug-Free Workplace 
 

 In accordance with Section 2.2-4312 of the Virginia Public Procurement Act,  Contractor shall not use, 
 posses, manufacture, or distribute alcohol or illegal drugs during the performance of the contract or 
while on City premises or distribute it.  Contractor shall maintain a drug-free workplace for contractors 
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employees and post in conspicuous places, available to employees and applicants for employment, a 
statement notifying employees that the unlawful manufacture, sale, distribution, dispensation, 
possession, or use of a controlled substance or marijuana is prohibited in the contractors workplace and 
specifying the actions that will be taken against employees for violation of such prohibition, and place 
in all of contractors advertisements and solicitations, that contractor maintains a drug-free workplace 
and such prohibitions shall apply to contractors vendors and subcontractors.  

 
L. Payments to Successful firms 

 
In accordance with Virginia Code Section 2.2-4354 the Successful firm agrees that: 

 
1. Should any contractor be employed by the Successful firm for the provision of any goods or 

services under this Contract, the Successful firm agrees to the following: 
 

(a) The Successful firm shall, within seven days after receipt of any payments from the City 
pursuant to this Contract, either: 

 
(1) Pay the subcontractor for the proportionate share of the total payment received from 

the City attributable to the goods or services provided by the subcontractor; or 
 

(2) Notify the City, as applicable, and the subcontractor, in writing, of the intention to 
withhold all or a part of the subcontractors firm's payment with the reason for 
nonpayment.  Written notice to the City shall be given to: City of Lynchburg, 
Procurement Administrator, 900 Church Street, Lynchburg, VA 24504.   

 
(b) The Successful firm shall pay interest to the subcontractors firm, at the rate of one percent 

per month on all amounts owed to the subcontractors firm that remain unpaid after seven 
days following receipt of payment from the City for goods or services provided under this 
Contract, except for amounts withheld under subparagraph (a)(2) above. 

 
(c) The Successful firm shall include in each of its subcontracts a provision requiring each 

subcontractors firm to include or otherwise be subject to the same payment and interest 
requirements with respect to each lower-tier subcontractors firm. 

 
(d)  The Successful firm's obligation to pay an interest charge to a subcontractors firm shall not 

be an obligation of the City. 
 
(e) No contract modification shall be allowed for the purpose of providing reimbursement for 

these interest charges.  No cost reimbursement claim shall include any amount for 
reimbursement of these interest charges. 

 
M. Contractual Claims 

 
Contractual claims, whether for money or other relief, shall be submitted in writing no later than 60 
days after final payment; however, written notice of the Successful firm's intention to file such claim 
shall have been given at the time of the occurrence or beginning of the work upon which the claim is 
based.  Any notice or claim shall be delivered to the City's Procurement Administrator, Third Floor 
City Hall, 900 Church Street, Lynchburg Virginia 24504 and shall include a description of the factual 
basis for the claim and a statement of the amounts claimed or other relief requested.  The City's 
Procurement Administrator shall render a decision on the claim and shall notify the Successful firm 
within 30 days of receipt of the claim.  The Successful firm may appeal the decision of the City’s 
Procurement Administrator by providing written notice to the City Manager, within 15 days of the date 
of the decision.  The City Manager shall render a decision on the claim within 60 days of the date of 
receipt of the appeal notice and such decision shall be final unless the Successful firm appeals the 
decision in accordance with the Virginia Public Procurement Act.  Invoices for all services or goods 
provided by the Successful firm shall be delivered to the City no later than 30 days following the 
conclusion of the work or delivery of the goods. 
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N. Taxes 
 

The Successful firm shall pay all City, State and Federal taxes required by law enacted at the time 
proposals are received and resulting from the work or traceable thereto, under whatever name levied.  
Said taxes shall not be in addition to the contract price as the taxes shall be an obligation of the 
Successful firm and not of the City and the City shall be held harmless for same by the Successful 
firm. 

 
O. Indemnification 

 
To the fullest extent permitted by law, the Successful firm, for itself, heirs, representatives, successors 
and assigns agrees to save, defend, keep harmless and indemnify the City and all of its officials, agents 
and employees (collectively, the "City") from and against any and all claims, loss, damage, injury, 
costs (including court costs and attorney's fees), charges, liability or exposure, however caused, 
resulting from, arising out of or in any way connected with the Successful firm's performance (or 
nonperformance) of the agreement terms or its obligations under this agreement. 

 
P. Contract Assignment 

 
The resultant contract may not be assigned, in whole or part, without the written consent of the City.  

 
Q. Royalty and License Fees and Copyright, Trademark and Patent Protection 

 
The Successful firm shall pay all royalty and license fees relating to the items covered by the contract.  
In the event any third party shall claim that the manufacture, use and sales of these goods offered 
hereby constitutes an infringement of any copyright, trademark, or patent, the Offeror shall indemnify 
and hold harmless the City from any cost, expense, damage or loss incurred in any manner by the City 
on account of such alleged infringement. 

 
R. Responsibility for Property 

 
The Successful firm shall be responsible for damages to property caused by work performed under the 
contract.  Property damage to surrounding or adjoining areas caused directly or indirectly by actions or 
omissions of the Successful firm shall be repaired or replaced by the Successful firm, to the 
satisfaction of the Owner, at the Successful firm's expense. 
 

S. Precedence of Documents 
 

The precedence of documents shall be as follows: the contract, the Request for Proposals and the 
Offeror’s response to the Request for Proposals.  

  
T.  Administrative Appeals Procedure 

 
 In accordance with Sec 18-159 of the Lynchburg Code, any bidder may protest a decision to award or 
an award, appeal a decision to refuse to allow withdrawal of bids, appeal a decision of disqualification, 
debarment or a determination of non-responsibility, or appeal a decision on disputes arising during the 
performance of a contract.  

 
Any protest or appeal pursuant to this section shall be in accordance with such administrative 
procedures as the City Manager may prescribe.  
 
Any bidder shall submit a written protest or letter of appeal to the City Manager with a copy to the 
procurement administrator, in all of his matters, within the time constraints as set forth in the act.  The 
written protest or appeal shall include the basis for the protest or appeal and the relief sought, and 
whether the bidder wishes to have a hearing with respect to the protest or appeal.  
 
If no hearing is requested, the City Manager or his designee shall render a written decision to the 
bidder within ten (10) days of receipt of the written protest or letter of appeal. 
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If a hearing is requested, it shall be held within (10) days of receipt of the written protest or letter of 
appeal, and a final decision shall be rendered within ten (10) days of the hearing.  During the hearing, 
the protesting party shall have the opportunity to present pertinent information and to cross-examine 
adverse witnesses.  The hearing shall be an informal administrative proceeding rather than a 
judicial-type trial, and a disinterested person, who may not be a city employee, appointed by the City 
Manager, will conduct it.  
 
The findings of fact shall be final and conclusive and shall not be set aside unless the same are 
fraudulent or arbitrary or capricious, or so grossly erroneous as to imply bad faith.  No determination 
on an issue of law shall be final if appropriate legal action is instituted in a timely matter.  
 
Any party to the administrative procedure shall be entitled to institute judicial review if such action is 
brought within thirty (30) days of receipt of person, who may be a city employee, appointed by the 
City Manager, will conduct it.  
 

U.     Cooperative Procurement 
 

This procurement is being conducted by the City of Lynchburg in accordance with the provisions of 
2.2-4304 CODE OF VIRGINIA.  Except for contracts for architectural and engineering services, if 
agreed to by the contractor, other public bodies may utilize this contract.  The Contractor shall deal 
directly with any public body it authorizes to use the contract.  The City, its officials and staff are not 
responsible for placement of orders, invoicing, payments, contractual disputes, or any other 
transactions between the Contractor and any other public bodies, and in no event shall the City, its 
officials or staff be responsible for any costs, damages or injury resulting to any party from use of a 
City Contract.  The City assumes no responsibility for any notification of the availability of the 
contract for use by other public bodies, but the Contractor may conduct such notification.  

 
 

 
 
 
 
 
 
 




