About WEDC

The Water, Engineering and
Development Centre is one of the
world’s leading education and research
institutes for developing knowledge
and capacity in water and sanitation
for sustainable development and
emergency relief.

We are committed to the provision

of effective, evidence-based and
appropriate solutions for the
improvement of basic infrastructure
and essential services for people living
in low- and middle-income countries.
With over 45 years of experience, we
offer expert advice and quality learning
opportunities for sector professionals.

Founded in 1971, WEDC is based in the
School of Civil and Building Engineering
at Loughborough University, one of the
top UK universities. Being a part of a
leading university gives us a recognised
platform of independence and quality.

What makes us stand out from the
crowd is our outreach to practitioners.
We use our knowledge base and our
applied research work to develop

the capacity of individuals and
organizations throughout the world,
promoting the integration of social,
technical, economic, institutional and
environmental activities as foundations
for sustainable development.

Visit our website to find out more about
our postgraduate and professional
development programmes (MSc,
Diplomas and postgraduate certificates
available at the University or by distance
learning); our research; our advisory
services; our international conferences;
and our extensive range of information
resources which are free to download
from our knowledge base.

http://wedc.lboro.ac.uk

Water, Engineering and Development Centre
School of Civil and Building Engineering
Loughborough University

Leicestershire LE11 3TU UK

+ 44 (0) 1509 222885
wedc(@lboro.ac.uk

Linkedin: WEDC UK

Twitter: wedcuk

E!T'T‘

YouTube: wedclboro

: Wedc lboro. ac. uk

inlv]a

anqgnd ui bunuasauad pue bunjeads - £

Developing

WEDC knowledge and capacity
* in water and sanitation

GUIDE 7

Speaking and presenting

in public

Whatever organization you work for, a key role for managers and decision-
makers is good communication. This includes listening to people, but also
speaking to them. Much of that communication will be informal, but there is
also a need for formal communication to ensure that information, views and
decisions are openly shared and recorded.

This guide provides guidance on how to prepare a formal presentation.
It looks at the key to making a successful presentation, how to prepare
suitable visual aids as well as providing useful tips for making the

presentation itself.
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Be aware of your audience’s
expectations!

When considering the best way of
presenting information, be aware of
the expectations of your audience.

e You may prefer to use flipcharts
and overhead transparencies to
PowerPoint slides, because you
feel they are more flexible.

e Senior government officials
and academics however
may be rather dismissive of
presentations that do not use
PowerPoint and so may not take
you seriously if you do not use it.

Presentation checklist

The following checklist should help you to assess your performance.
Did | explain the structure of the presentation clearly at the start?
Did | use reasonably simple language?

Did | keep the flow of the presentation going?

Did | speak clearly to the audience rather than to the projection screen, the
floor or the ceiling?

Did | speak clearly, without too many awkward pauses, ‘ums’ and ‘ers’.
Did | speak too fast?

Were my visual aids visible?

Were they used in a positive way to enhance the flow of the presentation?
Did | use my prompt notes and were they useful?

Did | gauge the time correctly and not either over or under-run?




Speak slowly and clearly, and
breathe naturally. Do not worry about
periods of silence while you collect
your thoughts and prepare for the
next section of your presentation.
The biggest enemy of good public
speaking is the notion that you have
to fill every single available space
with words. Allowing short breaks in
your speaking gives you a chance to
collect your thought and the audience
the chance to absorb what you have
been saying.

Be tidy, particularly when you are using
overhead slides. Keep overheads and
notes in order and numbered, so that
you know where to find the relevant
slide or note if you have to go back to
recap on a point.

Inviting and using feedback

A good presenter will invite feedback from
the audience and a good presentation will
provide the grounds for that feedback.
Presentations should not be seen as a
one-way flow of information. The response
from your audience is important, as:

It shows that your audience was
listening.

It reveals whether or not you have put
across the points that you set out to
make.

It can provide you with additional
information, which enables you
to amend and/or refine your
understanding.

e [t allows you to gauge the

acceptability of any proposals that you

have made.

e |t shows listeners that you are
prepared to listen to their point of
view.

Dealing with questions
Deal with questions when you said you
would deal with them.

Try to take questions from a variety of
people - do not allow only one or two
people to dominate the discussion.

If possible, ask someone to act as a
facilitator or chairperson, with the
responsibility for indicating who should
speak next.

Do not rush into answers to questions
- give yourself time to think about the
answer.

Deal with questions and comments as
openly and honestly as you can. Accept
the possibility that you may be wrong

or misinformed on some points. On the
other hand, insist politely but firmly that
your facts are correct when you are sure
of this.

Reference

WELL, 2004. Learn@WELL Consultancy
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Loughborough University, UK: WEDC/
LSTHM/IRC.

Introduction

You may find yourself having to make presentations at a number of stages in your
career and for a number of reasons. You may need to ‘sell’ your organization, projects
and ideas to local stakeholders, or to a wider audience of clients. Communicating to
your colleagues and to larger audiences is a management task and a skill that needs
planning, preparation and practice - it does not just happen.

Presentations

Meetings can provide a good forum for
many points of view to be exchanged, but
the audience is usually restricted - many
issues may be discussed and many points
of view shared. Presentations allow a
particular matter to be explained in more
depth and in a structured way.

Speaking in public will, on many occasions,
require the use of slides to accompany
your talk. Slide presentations are useful for
managers to communicate information to a
wider audience.

Learning how to make a good presentation
comes through experience, but there are a
number of tips to help you get started.

First steps

Before you start with detailed preparation
of the presentation, you should be clear
about its purpose and who it is aimed at.

Ask yourself the following questions:

e What is the purpose of the presentation
- is it to inform, persuade, address
concerns or educate? e How are they likely to react to what |

have to say?

e Who will my listeners be and what
is their current level of knowledge
about the subject, or subjects, to be
presented?

Answering the ‘what’ question will help
to ensure that the presentation remains
focused and does not include largely



irrelevant information that will distract
your audience.

Answering the ‘who’ question will help
to ensure that you pitch the presentation
correctly, using language that is
understandable to your listeners and
explaining any terms or concepts that
may be unfamiliar to them. It may also
affect how you make the presentation.

Answering the "how’ question will be
particularly important when you are
hoping to persuade the listeners to either
accept new ideas or make important but
potentially controversial decisions.

Preparation - the key to

success

Good presentations are prepared
presentations. Very few individuals can
stand up and present complex ideas with
little or no preparation — do not assume
that you are one of them!

If you have prepared well for a
presentation, you will:

e know what you want to achieve from
the presentation;

e be clear about the main points that
you want to present;

e have a structure for the presentation
and know what you are going to say in
each section of the presentation;

e know which visual aids you are going
to use and how you are going to use
them; and

Addressing controversy

If you are making a presentation
that could be seen as critical or
controversial, it is possible that
some members of your audience
will not welcome some of the
information you want to present.

For example, the mid-term review
of a sanitation project may reveal a
need for changes and improvements
in some aspects of the project
management structure or financial
arrangements. Those responsible
for the project may not have
recognised the need for change and
may see your views as criticism.

In such cases, think very carefully
about what you are going to say.

e have checked the equipment you will
use as best you can and know that the
chances of something going wrong
have been reduced to a minimum.

We now turn to the actions that you will
need to take to ensure that you have
covered each of these points.

Deciding what you want

to achieve

The first step in preparing for a
presentation is to decide exactly what
you want the presentation to achieve.
Your main objective may be to share
information with your audience, in which
case you need to decide what the key
pieces of information you wish to share

For presentations to larger groups, it may
be necessary to use a microphone.

The presentation itself

Start by introducing yourself and
explaining the purpose of the presentation
Explain the ground rules that you propose
to adopt for questions - at what points in
the presentation you propose to accept
questions and whether this will be
restricted to points for clarification only.

Rehearsal

Rehearsal allows you to check your timing,
make sure that visual aids work properly
and that your notes for the presentation
make sense. It will also help you to
identify and correct weaknesses in your
presentation before you deliver it to your
audience. Rehearsal helps overcome
nervousness because it increases your
confidence and removes some of the
uncertainties about how you will perform
during the presentation.

Rehearse out loud rather than running
through points in your head, as this gives
you a picture of how the presentation will
sound in reality. It helps you hear mistakes
and become more aware of points that you
omit and/or points in the presentation that
are likely to cause you problems.

Do not worry if your first attempt at making
a presentation is rather disjointed. Your
presentation skills will improve as you
practice, the more you rehearse and by
making more presentations to a wider
range of audiences.

Some basic points

about the presentation

Following the basic points listed below
will help to make you a better speaker.

Be positive about what you have to say,
without overwhelming the audience
with your enthusiasm.

Do not apologise for anything that you
are saying. This will give the audience
the impression that you have doubts
about your material.

Make sure that you define any terms
that may be unfamiliar to some or all
members of your audience. Spend
time thinking about terms that you use
regularly in your work and consider
whether members of a non-specialist
audience will understand them.



Table 1 ... continued

Advantages

Disadvantages

e Relatively easy to use
e Cheap
e Not reliant on a power source

e Can be used by anyone with the
basic ability to write and draw

e Allow the use of colour

¢ Quite easy to transport

Advantages

¢  Whiteboard

e Not very flexible

¢ Will tend to look ‘unprofessional’
unless considerable care and effort
used in preparation

e Cannot show photographs and
images

e Some listeners may view as ‘low-
tech” and so beneath them and will
not take you seriously

Disadvantages

e Useful for 'workpad’ noting to aid
group discussion

e May already be available in a
training room or meeting room

e Need special pens
e Not easily portable
e Not easy to write on
e Limited space

e Time required to erase writing
before additional writing

Using visual aids
Visual aids will only be useful if they are

used well. Some key points to consider in

this respect are given below:

e Talk to the audience not to your
presentation. Do not look at the
screen, as this means you have your
back to the audience.

e Make sure that you do not stand in
front of visual aids and obscure the
view.

e When you put up a new piece of
information, give the audience a short
time to absorb it before starting to
talk about it.

are and ensure that they are clearly
articulated.

Itis important to:

ensure that the facts that you
present are correct - particularly
if your findings are likely to prove
controversial;

choose your words carefully so that
you avoid, as far as is possible, being
seen to criticise individuals. Such
criticism is better stated in private
than in a public forum;

focus on possibilities and
opportunities for improvement, not
just on what has gone wrong; and

focus on the causes of problems
rather than on the part played by
particular individuals.

Developing the structure

of your presentation

You will probably find it useful to think of
your presentation as having three stages,
a beginning, a middle and an end.

Beginning
During this stage, you should aim to
achieve some, or all of, the following:

Introduce yourself, giving your name,
outlining your background and a brief
summary of your experience.

Explain the background to the
presentation - briefly covering the
key issue to be presented and your
association with the issue.

e Explain, in general terms, the purpose
of the presentation - e.g. are you
aiming to share information, to present
findings, or to make proposals about a
way forward?

e Explain, in broad terms and very
briefly, how you have structured the
presentation.

You could allow a short time at the end
of this stage of the presentation for the
audience to clarify any points that are not
clear to them.

Middle

This is the heart of the presentation,
including any key findings and
recommendations you have reached and
want to share. You must structure this part
of the presentation giving consideration

to the material to be presented. However,
you are more likely to produce a persuasive
presentation if you:

e identify different subjects to be
covered by the presentation and
divide the presentation into sections
that correspond with these different
subjects;

e match your visual aids, such as
overhead or PowerPoint slides, to
the material that you are presenting
- making it clear when you finish one
section and begin another; and

e recap on the key findings of each
section at the end of the section.
This can be done verbally, but you



might want to reinforce key points
by summarising them in writing and
presenting them on a visual aid.

Again, allow time for questions for
clarification from the audience and also
for any comments on points of fact. As far
as possible, aim to reserve more detailed
discussion about findings, principles or
future options to the last stage of your
presentation.

If your presentation is developing

an argument rather than presenting
information, this part of the presentation
is likely to be structured around your main
findings and conclusions. There are two
ways to present these.

e You can use a deductive sequence,
starting with a presentation of the
main point or finding, then moving
on to explain how you arrived at it.

A deductive sequence ensures that
listeners focus on the main points
from the beginning, so you are more
likely to gain their attention from the
start.

e Alternatively, you can use an inductive
sequence, starting with the basic issue
to be addressed and then working
through an explanation of how you
arrived at your response to this issue.
An inductive sequence ensures that
the existing situation is taken into
account before you go on to present
your interpretation, or findings,
associated with that situation.

There is no right and wrong way of
arranging ideas. The important point is to
be clear about whether you are following
a deductive or an inductive sequence and
not to shift from one to the other in the
course of the presentation.

End

The end of the presentation is perhaps
the most important stage, as it gives

you an opportunity to present your main
findings and conclusions clearly and
hopefully convincingly. You should aim to:

e briefly restate the theme/objective of
the presentation;

e recap on the main points already
made;

e draw conclusions and make
recommendations; and if appropriate,

e give your view on what will or should
happen next.

This is the point in the presentation at
which you are most likely to receive
questions and comments so make sure
you allow time for these.

Deciding the content of your
presentation

Each part of your presentation should
proceed from or lead up to a key point.
The first task in deciding the content

of the presentation should be to decide
what these key points are and how they
should relate to each other. When you
have considered what your key points are,

Table 1. Advantages and disadvantages of visual aids - some examples

Overhead projector

Advantages

Disadvantages

e Relatively easy to use

e Flexible - you can easily add points in
response to comments and return to a
slide that has already been shown

e Points can easily be masked so
that they are only shown when the
presenter gets to them

e Prepared slides can easily be carried

¢ Produce a reasonably large image

Advantages

Powerpoint presentation

Disadvantages

Need a power source
Can break down

Sometimes difficult to position
projector so that it does not obscure
the view of some audience members

Photographs cannot be reproduced
easily

Requires a screen or suitable wall
Keeping slides in order can be difficult

Care needed to produce good images.
Poorly written OHP slides can be
illegible

e Looks professional

e Canincorporate both writing and
images
e Once set up, easy to move backwards

and forwards in the presentation

e (Can be animated so that points are
displayed in order, at the time that you
want them

e Equipment relatively easy to transport

e Unlike OHP slides, slides cannot be

mixed up

Need power source
Need powerpoint projector

Some skills needed to use
(but these can easily be learnt)

Might be seen by some as rather
impersonal

Tendency to use small print

It may be less flexible to use




e Restrict the number of words, using
short headings and short sentences.
(This will help you to achieve the
previous objective).

e Use diagrams and graphs where
possible to present figures.

e Take care to ensure that diagrams are

clearly legible and understandable.
Avoid back-of-the-envelope scrawls
that look as if they were prepared in
the five minutes before the workshop
began.

e Use colour to highlight key points.

e Use no more than about 1 slide per
minute.

In order to emphasise the theme and
structure of your presentation, it may
be useful to display information on
the objectives and structure of the
presentation on a flipchart that can be
seen by all the audience.

Checking the set-up

If you assume that you can walk into a
presentation room and use visual aids
without any preparation you are almost
certain to find that something goes
wrong. Take time before the presentation
to check the set-up. Consider:

e Power sources: are the power points
compatible with the plugs on the
electrical equipment you intend to
use? How does their location affect
where you can and cannot position
equipment? If the best place for a

projector is some way from the nearest
power source, get a suitable extension
lead in good time.

Setting up and testing electrical
equipment before the presentation
starts: There is nothing worse when
making a presentation than to find that
nothing happens when you switch the
equipment on!

Know how to use the equipment: Run
through a section of your presentation
to check you are familiar with the
equipment controls.

Visibility for the audience: Go to the
back of the seating provided for the
audience and make sure that your
presentation is visible and readable. If
not, consider the following options to
improve the situation:

— move or re-arrange the seats to
bring the audience closer to the
presentation;

— increase the magnification, by
moving the projector away from the
screen or wall on which the image
is displayed

— change the size of the text used for
your visual aid, if possible.

Checking that your equipment does
not obscure the view of members of
the audience: Rearrange seating if
necessary to ensure everyone

can see.

Deciding who should present

It will often be best for one person
to make the whole presentation.
However, if you are going to divide
responsibilities for presentation,
think carefully about the logistics

of moving from one presenter to
the next. There is a real danger that
the flow of the presentation will be
disrupted by changes in presenter.

Do not use too many presenters
and make sure that the change in
presenter comes at a natural break
point in the presentation.

Whenever possible, make sure that
the various presenters are using
the same medium. Otherwise, the
audience may be faced with long
breaks while one presenter finishes
and the next presenter sets up a
different set of equipment.

group them according to subject, remove
any duplicate points and look for cause

and effect links between the points. These

will help you to structure your thoughts
by allowing you to distinguish between
the primary and secondary causes of
problems.

These main points should provide you
with section themes and suggest section
headings to you. Write these section
headings down, then consider how they

might fit into the overall structure of your

presentation. Arrange the headings in

accordance with the structure. Your aim is,
as far as possible, to develop a logical flow
of ideas and arguments.

A good question to ask yourself is ‘Does
this presentation tell a story?". Look

for gaps in the flow of ideas and/or the
argument you are making and add other
headings to fill these gaps. Where there is
a clear switch from one subject to another,
look for ways of marking the change.

The presentation itself cannot and should
not consist only of a series of key points.
Each will have to be developed and
justified. If you know your subject well,
you will normally find that a series of key
points will be sufficient to prompt you to
remember and present the more detailed
issues that surround these points.

Once you have finalised your presentation,
you will usually find it useful to transfer
the key themes and points to overhead

Providing a structure

If you are reporting back on a project
then a simple structure could follow
the 'STAR’ approach.

e Sjtuation: provide some context
and background

e Task; explain what was planned,
what the goal was

e Action; describe what actually
took place

e Result: summarize the outcomes




slides or a PowerPoint presentation. In
addition to providing information to the
audience, these will also provide you with
an aide memoire for the points that are to
be covered in the presentation. You may
wish to add written notes reminding you
of the more important subsidiary points
on a print out of the slides.

Do not underestimate the time required
for preparation! Depending on the
complexity of the subject and the type
and quality of the visual aids used, it may
take anything up to 2 days to prepare a 30
minute presentation.

In summary:

e Think about your audience

¢ Focus on the important points in your
presentation.

e Keep the presentation simple.

e Keep within the time allowed, with
enough time for questions and
clarification.

e Make good preparations.

Preparing and using
visual aids

Why use visual aids?

It is possible to make a presentation
without using any visual aids. However, it
will normally be wise to use visual aids for
the following reasons:

e Avisual aid provides the audience
with time to grasp your main points.
When you make a point verbally the
audience has no way of going back to
it and thinking about its meaning. A
visual aid containing summaries of
your main points will act as an aide-
memoire for the audience, helping
them to see the overall structure of
your argument.

e Visual aids can also act as an aide-
memoire for the presenter, reminding
you of the main points to be covered
and giving warning of the points to be
covered next.

Visual aids should never be an exact
parallel of the full presentation content.
An audience will soon get bored if the
presenter puts up a series of slides

and proceeds to read them one by one.

Visual aids

Options for presenting information
visually include:

e flipcharts,

e fixed whiteboards,

* overhead projectors (OHPs)

o data (PowerPoint) projectors

e and possibly notes to be taken
away for reading later.

Rather, they should be used to:

e summarise the overall content of the
presentation, reinforcing key points;

e provide information that is best
presented in visual form, for
instance photographs of facilities,
existing conditions and activities and
graphs illustrating trends and/or
comparisons.

Visual aids - when to use them
Remember the basic principle that visual
aids are there to support a presentation.
They are not a substitute for it.

Flipcharts and whiteboards should
normally only be used either:

e in support of other visual aids to
make or record key points; or

e asan aid to fairly small and low-key
presentations, typically those that are
made within the team itself, perhaps
as part of a team meeting.

Before using any of the options, consider
what you hope to achieve through them
and try to use them accordingly.

General principles

for preparing visual aids
Whichever method of presentation you
use, it is important to pay attention to the
preparation of visual aids. They are of
no use if they cannot be understood or if
the writing on them is so small or untidy
that it cannot be read. One sure way of
losing the interest and support of your
audience is to present them with visual
aids covered in lines of writing that they
cannot read.

The following general principles will help
to ensure that your visual aids add to
your presentation rather than detracting
from it.

e Write clearly - for overhead slides, it
is best to use a computer.

¢ Keep to the important information.

e Use alarge font - generally font size
20 or over for overhead slides and font
size 28 or more for PowerPoint slides.

e Lay the information out clearly. Make
sure that each point is separated on
the slide, perhaps using bullet points
or numbers.

¢ Never mix unrelated points on the
same slide or page. Do try, as far as
is possible, to group related points on
one slide or page but do not do this at
the expense of font or letter size.




<<
  /ASCII85EncodePages false
  /AllowTransparency false
  /AutoPositionEPSFiles true
  /AutoRotatePages /None
  /Binding /Left
  /CalGrayProfile (Dot Gain 20%)
  /CalRGBProfile (sRGB IEC61966-2.1)
  /CalCMYKProfile (U.S. Web Coated \050SWOP\051 v2)
  /sRGBProfile (sRGB IEC61966-2.1)
  /CannotEmbedFontPolicy /Error
  /CompatibilityLevel 1.4
  /CompressObjects /Tags
  /CompressPages true
  /ConvertImagesToIndexed true
  /PassThroughJPEGImages true
  /CreateJobTicket false
  /DefaultRenderingIntent /Default
  /DetectBlends true
  /DetectCurves 0.0000
  /ColorConversionStrategy /CMYK
  /DoThumbnails false
  /EmbedAllFonts true
  /EmbedOpenType false
  /ParseICCProfilesInComments true
  /EmbedJobOptions true
  /DSCReportingLevel 0
  /EmitDSCWarnings false
  /EndPage -1
  /ImageMemory 1048576
  /LockDistillerParams false
  /MaxSubsetPct 100
  /Optimize true
  /OPM 1
  /ParseDSCComments true
  /ParseDSCCommentsForDocInfo true
  /PreserveCopyPage true
  /PreserveDICMYKValues true
  /PreserveEPSInfo true
  /PreserveFlatness true
  /PreserveHalftoneInfo false
  /PreserveOPIComments true
  /PreserveOverprintSettings true
  /StartPage 1
  /SubsetFonts true
  /TransferFunctionInfo /Apply
  /UCRandBGInfo /Preserve
  /UsePrologue false
  /ColorSettingsFile ()
  /AlwaysEmbed [ true
  ]
  /NeverEmbed [ true
  ]
  /AntiAliasColorImages false
  /CropColorImages true
  /ColorImageMinResolution 300
  /ColorImageMinResolutionPolicy /OK
  /DownsampleColorImages true
  /ColorImageDownsampleType /Bicubic
  /ColorImageResolution 300
  /ColorImageDepth -1
  /ColorImageMinDownsampleDepth 1
  /ColorImageDownsampleThreshold 1.50000
  /EncodeColorImages true
  /ColorImageFilter /DCTEncode
  /AutoFilterColorImages true
  /ColorImageAutoFilterStrategy /JPEG
  /ColorACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /ColorImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000ColorACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000ColorImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasGrayImages false
  /CropGrayImages true
  /GrayImageMinResolution 300
  /GrayImageMinResolutionPolicy /OK
  /DownsampleGrayImages true
  /GrayImageDownsampleType /Bicubic
  /GrayImageResolution 300
  /GrayImageDepth -1
  /GrayImageMinDownsampleDepth 2
  /GrayImageDownsampleThreshold 1.50000
  /EncodeGrayImages true
  /GrayImageFilter /DCTEncode
  /AutoFilterGrayImages true
  /GrayImageAutoFilterStrategy /JPEG
  /GrayACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /GrayImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000GrayACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000GrayImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasMonoImages false
  /CropMonoImages true
  /MonoImageMinResolution 1200
  /MonoImageMinResolutionPolicy /OK
  /DownsampleMonoImages true
  /MonoImageDownsampleType /Bicubic
  /MonoImageResolution 1200
  /MonoImageDepth -1
  /MonoImageDownsampleThreshold 1.50000
  /EncodeMonoImages true
  /MonoImageFilter /CCITTFaxEncode
  /MonoImageDict <<
    /K -1
  >>
  /AllowPSXObjects false
  /CheckCompliance [
    /None
  ]
  /PDFX1aCheck false
  /PDFX3Check false
  /PDFXCompliantPDFOnly false
  /PDFXNoTrimBoxError true
  /PDFXTrimBoxToMediaBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXSetBleedBoxToMediaBox true
  /PDFXBleedBoxToTrimBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXOutputIntentProfile ()
  /PDFXOutputConditionIdentifier ()
  /PDFXOutputCondition ()
  /PDFXRegistryName ()
  /PDFXTrapped /False

  /CreateJDFFile false
  /Description <<

    /BGR <>
    /CHS <FEFF4f7f75288fd94e9b8bbe5b9a521b5efa7684002000410064006f006200650020005000440046002065876863900275284e8e9ad88d2891cf76845370524d53705237300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c676562535f00521b5efa768400200050004400460020658768633002>
    /CHT <FEFF4f7f752890194e9b8a2d7f6e5efa7acb7684002000410064006f006200650020005000440046002065874ef69069752865bc9ad854c18cea76845370524d5370523786557406300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c4f86958b555f5df25efa7acb76840020005000440046002065874ef63002>
    /CZE <>
    /DAN <>
    /DEU <>
    /ESP <>
    /ETI <>
    /FRA <>
    /GRE <>

    /HRV (Za stvaranje Adobe PDF dokumenata najpogodnijih za visokokvalitetni ispis prije tiskanja koristite ove postavke.  Stvoreni PDF dokumenti mogu se otvoriti Acrobat i Adobe Reader 5.0 i kasnijim verzijama.)
    /HUN <>
    /ITA <>
    /JPN <FEFF9ad854c18cea306a30d730ea30d730ec30b951fa529b7528002000410064006f0062006500200050004400460020658766f8306e4f5c6210306b4f7f75283057307e305930023053306e8a2d5b9a30674f5c62103055308c305f0020005000440046002030d530a130a430eb306f3001004100630072006f0062006100740020304a30883073002000410064006f00620065002000520065006100640065007200200035002e003000204ee5964d3067958b304f30533068304c3067304d307e305930023053306e8a2d5b9a306b306f30d530a930f330c8306e57cb30818fbc307f304c5fc59808306730593002>
    /KOR <FEFFc7740020c124c815c7440020c0acc6a9d558c5ec0020ace0d488c9c80020c2dcd5d80020c778c1c4c5d00020ac00c7a50020c801d569d55c002000410064006f0062006500200050004400460020bb38c11cb97c0020c791c131d569b2c8b2e4002e0020c774b807ac8c0020c791c131b41c00200050004400460020bb38c11cb2940020004100630072006f0062006100740020bc0f002000410064006f00620065002000520065006100640065007200200035002e00300020c774c0c1c5d0c11c0020c5f40020c2180020c788c2b5b2c8b2e4002e>
    /LTH <>
    /LVI <>
    /NLD (Gebruik deze instellingen om Adobe PDF-documenten te maken die zijn geoptimaliseerd voor prepress-afdrukken van hoge kwaliteit. De gemaakte PDF-documenten kunnen worden geopend met Acrobat en Adobe Reader 5.0 en hoger.)
    /NOR <>
    /POL <>
    /PTB <>
    /RUM <>
    /RUS <>
    /SKY <>
    /SLV <>
    /SUO <>
    /SVE <>
    /TUR <>
    /UKR <>
    /ENU (Use these settings to create Adobe PDF documents best suited for high-quality prepress printing.  Created PDF documents can be opened with Acrobat and Adobe Reader 5.0 and later.)
  >>
  /Namespace [
    (Adobe)
    (Common)
    (1.0)
  ]
  /OtherNamespaces [
    <<
      /AsReaderSpreads false
      /CropImagesToFrames true
      /ErrorControl /WarnAndContinue
      /FlattenerIgnoreSpreadOverrides false
      /IncludeGuidesGrids false
      /IncludeNonPrinting false
      /IncludeSlug false
      /Namespace [
        (Adobe)
        (InDesign)
        (4.0)
      ]
      /OmitPlacedBitmaps false
      /OmitPlacedEPS false
      /OmitPlacedPDF false
      /SimulateOverprint /Legacy
    >>
    <<
      /AddBleedMarks false
      /AddColorBars false
      /AddCropMarks false
      /AddPageInfo false
      /AddRegMarks false
      /ConvertColors /ConvertToCMYK
      /DestinationProfileName ()
      /DestinationProfileSelector /DocumentCMYK
      /Downsample16BitImages true
      /FlattenerPreset <<
        /PresetSelector /MediumResolution
      >>
      /FormElements false
      /GenerateStructure false
      /IncludeBookmarks false
      /IncludeHyperlinks false
      /IncludeInteractive false
      /IncludeLayers false
      /IncludeProfiles false
      /MultimediaHandling /UseObjectSettings
      /Namespace [
        (Adobe)
        (CreativeSuite)
        (2.0)
      ]
      /PDFXOutputIntentProfileSelector /DocumentCMYK
      /PreserveEditing true
      /UntaggedCMYKHandling /LeaveUntagged
      /UntaggedRGBHandling /UseDocumentProfile
      /UseDocumentBleed false
    >>
  ]
>> setdistillerparams
<<
  /HWResolution [2400 2400]
  /PageSize [612.000 792.000]
>> setpagedevice


