Unlike the Trainer’s Guide, the Participant Manual does not incorporate all the handouts and job aides the participants will need. Instead, those additional materials need to be printed separately and distributed throughout the workshop - see list below (right half of the table). The electronic files for these documents are in the Tools and Handouts folders under Trainer’s Guide. The table below also provides the page numbers of all the handouts and job aides in the Trainer’s Guide for your reference.
	QMS 1 – Management Responsibility

	Participants Manual
	Additional handouts and job aides to be printed for the participants

	Activity/Section
	Name of Document
	Corresponding Page No. in Trainer’s Guide
	Name of document
	Corresponding Page No. in Trainer’s Guide
	# copies printed
	Single (SS) or

Double sided (DS)

	Introduction
	
	
	Tool: 8 QMPs (1-02)
	1-5 to 1-8
	Facilitator only
	SS

	
	
	
	
	
	
	

	Process Mapping
	Handout: Specimen Flow Process Table (XC 02)
	1-17 to 1-18
	
	
	
	

	
	Job Aid: Tips for Using Process Mapping (XC 03)
	1-19
	
	
	
	

	
	
	
	
	
	
	

	Using the Model for Improvement
	Handout 3: Tools for Analysis (XC 06)
	1-36 to 1-41
	Tool 2: Types of Measures
	1-27
	Facilitator only
	SS

	
	Handout 4: Using Change Concepts for Improvement (XC 07)
	1-42 to 1-45
	Handout 1: The Model for Improvement (XC 04)
	1-28 to 1-30
	# of Participants
	DS

	
	Worksheet 2: Quality Improvement Project Plan (XC 11)
	1-47 to 1-48
	Handout 2: Using Metrics for Improvement (XC 05)
	1-31 to 1-34
	# of Participants
	DS

	
	
	
	Handout 5: Data for Sample Rejection (XC 08)
	1-53 to 1-58
	# of Participants
	DS

	
	
	
	Handout 6: Sample Rejection Quality Improvement Project Plan (Example) (XC 09)
	1-59 to 1-64
	# of Participants
	DS

	
	
	
	Worksheet 1: Types of Measures (XC 10)
	1-35
	# of Participants
	DS

	
	
	
	Worksheet 3: Sample Rejection Quality Improvement Project Plan (XC 12)
	1-49 to 1-52
	# of Participants
	DS

	
	
	
	
	
	
	

	Managing Performance: The Balanced Scorecard
	Handout 1: Process Map with Quality Indicators (XC 16)
	1-79
	Tool 1: Quality Indicator Quiz Answers
	1-73
	Facilitator only
	SS

	
	Handout 2: Balanced Scorecard (XC 17)
	1-80
	Worksheet 1: Quality Indicator Quiz (XC 19)
	1-78
	# of Participants
	SS

	
	Handout 3: Quality Indicator Monthly Summary – A Case Study (XC 18)
	1-83
	Worksheet 2: Quality Indicator Investigation (XC 20)
	1-84
	# of Participants
	SS

	
	Job Aid 1: Monthly Laboratory Report Example (XC 21)
	1-81
	
	
	
	

	
	Job Aid 2: Quality Indicator Monthly Summary Template (XC 22)
	1-82
	
	
	
	

	
	Job Aid 4: Quality Indicator Program (1-05)
	1-77
	
	
	
	

	
	
	
	
	
	
	

	Creating a Management Calendar
	Worksheet: Calendar (125)
	1-104 to 1-106
	Handout 1: Tasks to be Scheduled (123)
	1-103
	# of Participants
	SS

	
	Job Aid: Creating an Effective Calendar (126)
	1-100 to 1-102
	Handout 2: Sample Calendar (124)
	1-107 to 1-109
	# of Participants
	DS

	
	
	
	
	
	
	

	Designing a Continuously Improving QMS
	Handout: Model Overview (1-11)
	1-122
	Job Aid 1: Process-based Model (1-12)
	1-123
	# of Participants
	SS

	
	Job Aid 2: Documentation System (1-13)
	1-124
	Tool 1: Burnett’s Model (1-08)
	
	Facilitator only
	SS

	
	Job Aid 3: Document Structure (1-14)
	1-125
	Tool 2: Model Cutouts (1-09)
	
	8
	SS

	
	
	
	
	
	
	

	Designing a Fit for Purpose
	Handout: Excerpts from a Management of Records Procedure (1-16)
	1-134 to 1-135
	Tool: Teaching Card Cut-outs (1-15)
	1-133
	Facilitator only
	SS

	
	Job Aid 1: Process Control Process (1-18)
	1-137
	Worksheet: Generic Analyzer Examination Process (1-17)
	1-136
	# of Participants
	SS

	
	Job Aid 2: Diagramming Processes (1-19)
	1-138
	
	
	
	

	
	Job Aid 3: Understanding Risk Management (1-20)
	1-139
	
	
	
	

	
	
	
	
	
	
	

	Planning Improvement Projects - Master Class
	
	
	
	
	
	

	
	
	
	
	
	
	

	Conducting A Site Visit
	Job Aid 1: SLMTA Site Visit Report Form (XC 56)
	1-210 to 1-213
	
	
	
	

	
	Job Aid 2: Non-conformity Corrective Action Plan Template (XC 57)
	1-214 to 1-215
	
	
	
	

	
	
	
	
	
	
	

	Reporting IP
	
	
	
	
	
	


	QMS 2 – Resource Management

	Participants Manual
	Additional handouts and job aides to be printed for the participants

	Activity/Section
	Name of Document
	Corresponding Page No. in Trainer’s Guide
	Name of document
	Corresponding Page No. in Trainer’s Guide
	# copies printed
	Single (SS) or

Double sided (DS)

	QMS 2: Overview
	
	
	
	
	
	

	
	
	
	
	
	
	

	Personnel:  Then & Now
	
	
	Tool 1: Arrow Cut-outs (2-02)
	2-5
	8
	SS

	
	
	
	Tool 2: Personnel Then and Now Cards (2-03)
	
	Facilitator Only
	SS

	
	
	
	Tool 3: Personnel Process Key (2-04)
	2-7 to 2-10
	Facilitator Only
	SS

	
	
	
	Job Aid: Personnel Process Map (2-05)
	2-11
	# of Participants
	SS

	
	
	
	
	
	
	

	Competency Assessment Program
	Worksheet 1: Competency Evaluation Quiz (128)
	2-25
	Tool 1: Competency Evaluation Quiz Answers
	2-17
	Facilitator Only
	SS

	
	Worksheet 2: Phlebotomy Checklist (701)
	2-26
	Tool 2: Phlebotomy Role-play Script
	2-18
	Facilitator Only
	SS

	
	Job Aid 1: Phlebotomy Key Competencies (702)
	2-27
	Handout: Competency Evaluation Procedure (127)
	2-19 to 2-22
	# of Participants
	DS

	
	Job Aid 2: Phlebotomy Patient Survey (703)
	2-28
	
	
	
	

	
	
	
	
	
	
	

	Creating A Personnel File
	
	2-29
	Worksheet: Personnel File Process Model (2-07)
	2-39
	# of Participants
	SS

	
	Job Aid: General Guidelines for Personnel Files (133)
	2-35 to 2-37
	
	
	
	

	
	Handout: Job Description Example (2-07A)
	2-38
	
	
	
	

	
	
	
	
	
	
	

	How Do You Assign Personnel to Tasks?
	Job Aid: Implementing a Duty Roster (122)
	2-61
	
	
	
	

	
	
	
	
	
	
	

	Planning & Conducting Staff Meeting
	Job Aid 2: Tips for Planning and Conducting a Staff Meeting (129)
	2-67
	Job Aid 1: Internal Communications Plan (2-09)
	2-66
	# of Participants
	SS

	
	Job Aid 3: Staff Meeting Agenda Template (130)
	2-68
	
	
	
	

	
	
	
	
	
	
	

	P+S = O
	
	
	
	
	
	

	
	
	
	
	
	
	

	Improving a Problem Floor Plan
	
	
	
	
	
	

	
	
	
	
	
	
	

	Mapping out the Floor Plan of Your Lab
	
	
	
	
	
	

	
	
	
	
	
	
	

	Redesigning Floor Plan
	Job Aid 1: Guiding Principles for Laboratory Layout (116)
	2-112
	
	
	
	

	
	Job Aid 2: Redesigning Your Laboratory Action Plan (117)
	2-113 to 2-118
	
	
	
	

	
	
	
	
	
	
	

	Workstation Set-Up
	Handout 17: Generic Analyzer Examination Process (2-12)
	2-149
	
	
	
	

	
	Job Aid: Guiding Principles for Workstation Set-up (2-13)
	2-150
	
	
	
	

	
	
	
	
	
	
	

	Lab Safety Demo
	
	
	
	
	
	

	
	
	
	
	
	
	

	Assessing Safety Incidents
	
	
	
	
	
	

	
	
	
	
	
	
	

	Conducting A Safety Audit
	
	
	
	
	
	

	
	
	
	
	
	
	

	What did We see on site visit?
	Job Aid: Waste Disposal Decision Tree (206)
	2-179
	
	
	
	

	
	
	
	
	
	
	

	Then & Now: Purchasing and Inventory
	
	
	Tool 1: Arrow Cut-outs (2-02)
	2-184
	8
	SS

	
	
	
	Tool 2: Purchasing and Inventory Then and Now Cards (2-15)
	2-185
	1
	SS

	
	
	
	Tool 3: Purchasing and Inventory Process Key (2-16)
	1-186 to 1-191
	Facilitator Only
	DS

	
	
	
	Job Aid: Purchasing and Inventory Process Map (2-17)
	2-192
	# of Participants
	SS

	
	
	
	
	
	
	

	Forecasting and Calculating Ordering Amounts
	Job Aid: Calculating Supplies (403)
	2-203
	
	
	
	

	
	
	
	
	
	
	

	Did You Received What You Ordered?
	Job Aid 1: Making a Phone Call (304)
	2-220
	
	
	
	

	
	Job Aid 2: Receipt Checklist (305)
	2-221
	
	
	
	

	
	Job Aid 3: Stock Bin Card (2-20)
	2-222
	
	
	
	

	
	
	
	
	
	
	

	What’s Wrong with this Storeroom
	Job Aid 1: Proper Inventory Storage Guidelines (301)
	2-231
	
	
	
	

	
	Job Aid 2: Guidelines for Laboratory Commodities (2-21)
	2-232 to 233
	
	
	
	

	
	
	
	
	
	
	

	Then & Now: Equipment
	
	
	Tool 1: Arrow Cut-outs (2-02)
	2-239
	8
	SS

	
	
	
	Tool 2: Equipment Then and Now Cards (2-23)
	
	1
	SS

	
	
	
	Tool 3: Equipment Process Key (2-24)
	2-241 to 2-246
	Facilitator Only
	DS

	
	
	
	Job Aid 1: Equipment Process Map (2-25)
	2-247
	# of Participants
	SS

	
	
	
	Job Aid 2: Traceability (2-26)
	2-248
	# of Participants
	SS

	
	
	
	
	
	
	

	Creating a Maintenance and QC Log
	Job Aid 1: Documents and Records (505)
	2-257
	
	
	
	

	
	Job Aid 2: Monthly Analyzer Review (506)
	2-258
	
	
	
	

	
	Job Aid 3: Equipment Inventory Form (507)
	2-259
	
	
	
	

	
	
	
	
	
	
	

	Making A Service Call
	Job Aid: Making a Phone Call (510)
	2-272
	
	
	
	

	
	
	
	
	
	
	

	Then & Now:  Documents
	
	
	Tool 1: Arrow Cut-outs (2-02)
	2-278
	8
	SS

	
	
	
	Tool 2: Document Then and Now Cards (2-31)
	
	1
	SS

	
	
	
	Tool 3: Document Process Key (2-32)
	2-280 to 2-283
	Facilitator Only
	DS

	
	
	
	Tool 4: Requirement Arrows (2-33)
	2-284
	1
	SS

	
	
	
	Tool 5: Arrow Answer Key (2-34)
	2-285
	1
	SS

	
	
	
	Job Aid: Document Process Map (2-35)
	2-286
	# of Participants
	SS

	
	
	
	
	
	
	

	Why Was the Outdated Version Used
	Job Aid: Documents and Records (1007)
	2-296 to 2-297
	Tool 2: Activity Key Points (2-37)
	2-293 to 2-294
	Facilitator Only
	DS

	
	
	
	Tool 3: Document Elements Answer Key (2-38)
	2-295
	Facilitator Only
	DS

	
	
	
	
	
	
	

	Then & Now:  Records
	
	2-305
	Tool 1: Arrow Cut-outs (2-02)
	2-309
	8
	SS

	
	
	
	Tool 2: Record Then and Now Cards (2-40)
	
	1
	SS

	
	
	
	Tool 3: Record Process Key (2-41)
	2-311 to 2-313
	Facilitator Only
	DS

	
	
	
	Job Aid: Record Process Map (2-42)
	2-314
	# of Participants
	SS


	QMS 3 – Path of Workflow

	Participants Manual
	Additional handouts and job aides to be printed for the participants

	Activity/Section
	Name of Document
	Corresponding Page No. in Trainer’s Guide
	Name of document
	Corresponding Page No. in Trainer’s Guide
	# copies printed
	Single (SS) or

Double sided (DS)

	QMS 3: Overview
	
	
	
	
	
	

	
	
	
	
	
	
	

	Specimen Management
	Job Aid 1: Criteria for Specimen Acceptability (704)
	3-8 to 3-9
	
	
	
	

	
	Job Aid 3: Accessioning Resolution Form (3-02)
	3-10
	
	
	
	

	
	Job Aid 2: Specimen Rejection Documents (705)
	3-11
	
	
	
	

	
	
	
	
	
	
	

	Packaging Specimens
	Job Aid 1: Triple Packaging System (707)
	3-25
	Tool 2: Referral Records
	3-23
	8
	SS

	
	Job Aid 2: Specimen Packaging and Shipping (708)
	3-26 to 3-29
	Tool 1: Send-out Workstation Duties
	3-22
	1
	SS

	
	
	
	
	
	
	

	Tracking Referral
	Handout 2: Occurrence Report Form (3-05)
	3-42
	Handout 1: Specimen Referral Log (709)
	3-41
	# of Participants
	SS

	
	Worksheet 2: Occurrence Report (3-06)
	3-43
	Handout 2: Occurrence Report Form (3-05)
	3-42
	# of Participants
	SS

	
	
	
	Worksheet 1: Referral Log Questions (711)
	3-40
	# of Participants
	SS

	
	
	
	Worksheet 2: Occurrence Report (3-06)
	3-43
	# of Participants
	SS

	
	
	
	Tool 1: Referral Log Answers (3-03)
	3-35
	Facilitator Only
	DS

	
	
	
	Tool 2: Risked-based Decisions (3-04)
	3-36 to 3-39
	Facilitator Only
	DS

	
	
	
	
	
	
	

	Using SOP
	Job Aid 1: SOP Template (602)
	3-52
	
	
	
	

	
	Job Aid 2: Annotated SOP (603)
	3-53 to 3-58
	
	
	
	

	
	
	
	
	
	
	

	Is QC That Important?
	Handout: Why a QC Program is Essential (604)
	3-65 to 72
	
	
	
	

	
	Job Aid: QC NCE Examinations (3-08
	3-73
	
	
	
	

	
	
	
	
	
	
	

	Is there more to QC than just plotting the data?
	Job Aid 1: PT General Guidelines (609)
	3-87
	
	
	
	

	
	Job Aid 2: PT Checklist (610)
	3-88
	
	
	
	

	
	
	
	
	
	
	

	Validation of Test
	Tool: Validation Items
	3-95
	
	
	
	

	
	
	
	
	
	
	

	Is the Test Report…
	Job Aid: Cross-checking Guidelines (804)
	3-104
	
	
	
	

	
	
	
	
	
	
	

	Customer Service
	Job Aid 1: Customer Communication Guidelines (901)
	3-114 to 3-115
	
	
	
	

	
	Job Aid 2: Customer Satisfaction Survey
	3-116
	
	
	
	

	
	Job Aid 3: HCP Questionnaire (3-10)
	3-117 to 3-118
	
	
	
	

	
	
	
	
	
	
	

	Meet the clinician
	Job Aid: Creating a Clinician Handbook (903)
	3-126
	
	
	
	


	QMS 4 – Evaluation and Continual Improvement

	Participants Manual
	Additional handouts and job aides to be printed for the participants

	Activity/Section
	Name of Document
	Corresponding Page No. in Trainer’s Guide
	Name of document
	Corresponding Page No. in Trainer’s Guide
	# copies printed
	Single (SS) or

Double sided (DS)

	QMS 4: Overview
	
	
	
	
	
	

	
	
	
	
	
	
	

	Mapping Noncomformities
	
	
	Job Aid 1: NCE Process Flowchart (4-03)
	4-7
	# of participants
	SS

	
	
	
	Job Aid 2: NCE Process Table (4-04)
	4-8 to 4-13
	# of participants
	DS

	
	
	
	Tool: NCE Steps (4-02)
	
	8
	SS

	
	
	
	
	
	
	

	Selecting the Winning Problem(s)
	
	
	Tool 2: NCE Files (4-06)
	4-24
	3
	SS

	
	
	
	Tool 1: Example Management Log (4-05)
	4-25
	# of participants
	SS

	
	
	
	Job Aid 4: Log Analysis (4-13)
	4-46 to 4-47
	# of participants
	DS

	
	
	
	Handout 2: Sort and Review (4-08)
	4-26 to 4-30
	# of participants
	SS

	
	
	
	Handout 1: Procedure Excerpt (4-07)
	
	# of participants
	SS

	
	
	
	Worksheet: NCE Case Studies (4-09)
	4-31 to 4-38
	# of participants
	SS

	
	
	
	Job Aid 1: Risk-based Scoring (4-10)
	4-39
	# of participants
	SS

	
	
	
	Job Aid 2: Appropriateness Criteria (4-11)
	4-40
	# of participants
	SS

	
	
	
	Job Aid 3: Performing an NCE Investigation (4-12)
	4-41 to 4-45
	# of participants
	SS

	
	
	
	
	
	
	

	Just Culture
	Job Aid 1: Just Culture (4-14)
	4-53 to 4-54
	
	
	
	

	
	Job Aid 2: NCE Training of All Staff (4-15)
	4-55 to 4-56
	
	
	
	

	
	
	
	
	
	
	

	Root Cause Analysis
	Job Aid:  Fundamentals (4-16)
	4-71 
	Problem Statement table (4-19)
	4-95 to 4-96
	8
	SS

	
	
	
	Handout 1: RCA Model (4-17)
	4-72 to 4-82
	# of participants
	DS

	
	
	
	Handout 2: RCA Tools (4-18)
	4-83 to 4-94
	# of participants
	DS

	
	
	
	Meeting 5 Agenda (4-32)
	4-134 to 4-138
	# of participants
	DS

	
	
	
	Meeting 6 Agenda (4-33)
	4-139 to 4-143
	# of participants
	DS

	
	
	
	Homework for Meeting 1 (4-20)
	4-97 to 4-102
	# of participants
	SS

	
	
	
	Handout 3: NCE 2016 244 (4-21
	4-103 to 4-104
	# of participants
	DS

	
	
	
	Meeting 1 Agenda (4-22)
	4-105 to 4-106
	# of participants
	DS

	
	
	
	Homework for meeting 2 (4-23)
	4-107 to 4-108
	# of participants
	DS

	
	
	
	NCE 2016 194 (4-24)
	4-109 to 4-111
	# of participants
	DS

	
	
	
	NCE 2016 214 (4-25)
	4-112 to 4-116
	# of participants
	DS

	
	
	
	NCE 2016 219 (2-26)
	4-117 to 4-119
	# of participants
	DS

	
	
	
	Meeting 2 Agenda (4-27)
	4-120
	# of participants
	SS

	
	
	
	Homework for meeting 3 (4-28)
	4-121 to 4-130
	# of participants
	DS

	
	
	
	Meeting 3 Agenda (4-29)
	4-131
	# of participants
	SS

	
	
	
	Handout 4: Problem Definition (4-30)
	4-132
	# of participants
	SS

	
	
	
	Meeting 4 Agenda (4-31)
	4-133
	# of participants
	SS

	
	
	
	Handout 5: Action to be Taken (4-34)
	4-144 to 4-145
	# of participants
	DS

	
	
	
	
	
	
	

	Preventive Action
	Job Aid 2:  Cost of Quality (4-37)
	4-158
	Job Aid 1:  Preventive Action Organizer (4-36)
	4-155 to 4-157
	# of participants
	DS

	
	Job Aid 3:  Cost of Poor Quality (COPQ) (4-38)
	4-159 to 4-161
	Tool 1_PA Organizer 94-35
	
	1
	SS

	
	
	
	
	
	
	

	Introduction to Internal Auditing
	Job Aid 1: Quality Indicator (4-45)
	4-175
	Tool 1 Pathway Steps (4-40)
	4-169
	8
	SS

	
	Job Aid 2:  Successful Environment (4-46)
	4-176
	Tool 2: Interaction cutouts (4-41)
	4-170 to 4-171
	1
	SS

	
	
	
	Handout 1: Racing Answer Key (4-42)
	4-172
	# of participants
	SS

	
	
	
	Handout 2: Completed Interaction and sequence (4-43)
	4-173
	# of participants
	SS

	
	
	
	Worksheet:  Interaction and Sequence (4-44)
	4-174
	# of participants
	SS

	
	
	
	
	
	
	

	Audit Process – Creating an Audit Plan
	Handout 1: Document Control Audit Plan (4-47)
	4-182
	Worksheet:  Creating An Audit Plan (4-48)
	4-184 to 4-185
	# of participants
	SS

	
	Handout 2: Upcoming Audit (4-48)
	4-183
	Job Aid 2: Audit Plan Template (4-51)
	4-188 to 4-189
	# of participants
	DS

	
	Job Aid 1: Roles and Responsibilities (4-50)
	4-187
	
	
	
	

	
	
	
	
	
	
	

	Audit Process – Review, Study and Understand
	Handout 1:  Audit Matrix (4-54)
	4-201
	Tool 1: Activity Cut outs (4-52)
	
	1
	SS

	
	Job Aid 1: Audit Preparation Guide (4-58)
	4-214 to 4-215
	Tool 2: Desk Review Homework Answer
	
	1
	SS

	
	Job Aid 4:  All Process Checklist (4-61)
	4-226 to 4-231
	Handout 2: Desk Review (4-55)
	4-202 to 4-211
	# of participants
	DS

	
	Job Aid 5:  Specific checklist Examples (4-62)
	4-232 to 4-242
	Worksheet 2: Process Model 4-57)
	4-213
	# of participants
	SS

	
	
	
	Job Aid 2: Suggested Process Model (4-59)
	4-216 to 4-224
	# of participants
	DS

	
	
	
	Job Aid 3:  DocCon Process Model (4-60)
	4-225
	# of participants
	SS

	
	
	
	
	
	
	

	Audit Process – Conducting An Audit
	Job Aid 1:  Audit Meetings (4-64)
	4-249
	Worksheet:  Interview (4-63)
	4-247 to 4-248
	# of participants
	SS

	
	Job Aid 2:  Common Interview Questions (4-65)
	4-250
	
	
	
	

	
	
	
	
	
	
	

	Audit Process –Reporting the Audit
	Job Aid 1: Noncoformity Statements (4-71)
	4-271
	Tool 1: SLIPTA DocCon Items (4-66)
	
	1
	SS

	
	Job Aid 2: Audit Closure (4-72)
	4-272 to 4-273
	Tool 2: DocCon Audit Answer Key
	4-258 to 2-261
	1
	SS

	
	
	
	Handout:  Writing Nonconformities Suggested Responses (4-68)
	4-262 to 4-263
	# of Participants
	DS

	
	
	
	Worksheet 1: Doc Con Audit (4-69)
	4-264 to 4-267
	# of Participants
	DS

	
	
	
	
	
	
	

	Internal Audit Program
	Job Aid 2: Audit Scheduling (4-76)
	4-281 to 4-282
	Tool 1A:  Process Model (4-73)
	4-278
	1
	SS

	
	Job Aid 3: Auditor Training (4-77)
	4-283
	Worksheet 1A:  Process Model (4-74)
	4-279
	# of Participants
	SS

	
	Job Aid 4: 1A Procedure (4-78)
	4-284
	Job Aid 1:  IA Process Model (4-75)
	4-280
	# of Participants
	SS

	
	
	
	
	
	
	

	Management Review
	Handout:  Quality Report (4-81)
	4-292 to 4-293
	Tool:  MR Action Item matrix (4-80)
	4-291
	1
	SS

	
	Worksheet:  MR Report (4-82)
	4-294 to 4-302
	
	
	
	

	
	Job Aid 1: MR Process Model (4-83)
	4-303
	
	
	
	

	
	Job Aid 2:  MR Process (4-84)
	4-304
	
	
	
	

	
	Job Aid 3: Objectives (4-85)
	4-305 to 4-307
	
	
	
	


