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ADS 158 – Litigation Holds 
 
158.1  OVERVIEW 
  Effective Date: 01/15/2009 
 
This chapter prescribes the policy directives and required procedures for requesting, 
issuing, implementing, and removing litigation holds on USAID records and information.  
A litigation hold is a suspension of disposition action(s) of paper and electronic materials 
because of legal, audit, investigative, or other needs.  This policy applies to all USAID 
employees. This policy also applies when the Office of General Counsel (GC) 
determines that paper, electronic, or other materials subject to USAID control and in the 
possession of contractors, sub-contractors, and grantees doing business with USAID at 
the time the litigation hold is issued is relevant to potential litigation. 
 
158.2   PRIMARY RESPONSIBILITIES 
  Effective Date: 01/15/2009 
 
a. The Office of the General Counsel (GC) has the primary responsibility for 
issuing and removing litigation holds. GC provides an explanation of the hold, including 
the specific reasons for issuing the hold, what material is being held, and who the point 
of contact is for the hold (see 158.3.4.1). GC issues appropriate periodic reminders of 
the hold and its terms. GC works with the Department of Justice to secure any 
concurrences required to sequester or suspend disposition of any classified information. 
Regional Legal Advisors at Missions ensure that GC/Washington instructions are 
followed overseas. 
 
b. The Bureau for Management, Office of Administrative Services, Information 
and Records Division (M/AS/IRD) responds to holds issued by GC. M/AS/IRD ensures 
that any and all responsive and relevant material under its control, including materials 
located at offsite storage facilities, is retained and provided to GC as directed. 
M/AS/IRD must ensure that all disposition cycles that may affect relevant and/or 
responsive material are suspended.  M/AS/IRD creates a plan and facilitates the 
resources and business processes to ensure immediate and full compliance with all 
litigation holds. 
 
c. The Bureau for Management, Chief Information Officer, Chief Information 
Security Officer (M/CIO/CISO) responds to holds issued by GC and ensures that any 
and all responsive and relevant electronic material under its control is retained and 
provided to GC as directed. M/CIO/CISO must determine the relevant information 
systems that may contain accessible materials relating to the hold and suspend any 
routine disposition or destruction of such information.  M/CIO/CISO creates a plan and 
facilitates the resources and business processes to ensure immediate and full 
compliance with all litigation holds. 
 
M/CIO/CISO must inform GC when the data requested is inaccessible, cost prohibitive, 
or if extensive resources are required that would prevent compliance with the hold.  In 
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these cases, USAID senior management, GC, M/CIO, M/CIO/CISO, and other relevant 
parties must determine the course of action. 
 
d. The Bureaus/Independent Offices (B/IOs) and Missions respond to holds 
issued by GC and ensure that any and all responsive and relevant material under their 
control, electronic or otherwise, is retained and provided as directed. All B/IOs are also 
responsible for ensuring that any and all responsive and relevant classified material 
under their control is retained and provided to GC as directed by the hold.  All B/IOs 
create a plan and facilitate the resources and business processes to ensure immediate 
and full compliance with all litigation holds. 
 
e. USAID staff responds to holds issued by GC and ensures that any and all 
responsive and/or relevant material under their control, electronic or otherwise, is 
retained and provided as directed. USAID staff should advise GC of any other 
individuals who may have relevant materials. USAID staff receiving a hold notice may 
be asked to provide a written certification of receipt and compliance. Non-compliance 
with a hold may result in penalties on individual employees.  (see 158.3.5.1.) 
 
158.3  POLICY DIRECTIVES AND REQUIRED PROCEDURES 
  Effective Date: 01/15/2009 
 
A litigation hold is a temporary suspension of disposition action(s), such as destruction 
or retirement, of paper and electronic materials because of legal, audit, investigative, or 
other needs. A hold may be issued in the absence of pending litigation. All relevant 
materials, regardless of physical location, must be retained for as long as a hold is 
active. Non-compliance with a hold may result in penalties on USAID as an agency or 
on individual USAID employees.  
 
158.3.1  Information and Materials That May be Held 
  Effective Date: 01/15/2009 
 
A litigation hold applies to relevant and responsive information that may include records, 
non-records, and personal papers existing in a variety of formats and media.  This may 
constitute relevant and responsive evidence in a particular lawsuit, administrative 
proceeding (including a protest submitted in accordance with FAR 33.1), audit, or 
investigation and refers to all media containing recorded information, regardless of its 
nature (see 158.3.2) or the methods or circumstances of recording. 
 
Examples of information and materials subject to holds are 

• Operational records.  These include records created or maintained by USAID 
staff while conducting USAID business. 

• Non-record materials.  These include Government generated materials that do 
not meet the statutory definition of records in 44 U.S.C. 3301 or that have been 
excluded from the definition. Examples of non-record materials expressly 
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excluded from the statutory definition of records, but still included when a 
litigation hold is issued are 

o Library and museum materials that have been created or acquired and 
preserved solely for reference or exhibition purposes; 

o Extra copies of documents kept only for convenience of reference; and 
o Stocks of publications and USAID created public documents. 

• Working files and similar materials.  These include preliminary drafts, rough 
notes, worksheets, correspondence and memos, reports, and other similar 
materials regardless of whether such materials qualify as USAID operational 
records. USAID staff must preserve these working files and similar materials if 
USAID issues a hold. 

• Files stored on a personal electronic device (for example, personal computer, 
personal digital assistant, and cell phone).  Electronic materials that have been 
stored on a personal computer through remote access or any other method must 
be made accessible by USAID if such materials are responsive and relevant. 
This includes electronic devices purchased with personal funds, personal e-mail 
accounts, or other electronic storage locations used for business purposes. 

 
158.3.2 Formats and Media 
  Effective Date: 01/15/2009 
 
Formats and media refer to the physical characteristics of documentary materials. 
Particular holds may call for retention of data in various electronic formats or media. 
Specific information regarding formats and types of media subject to a hold must be 
provided in the hold request communication.  Examples of a hold request 
communication include e-mail and written memoranda.  Printing out electronic materials 
or copying them into another program may not fulfill the requirements of the hold. 
 
Some examples of formats and media are 

• Hard copy and printed materials (paper); 

• Electronic formats and storage media, including but not limited to 
o E-mail messages and attachments; 
o Word processing files, spreadsheets, calendars, and databases; 
o Digital images; 
o Web pages; 
o Network server information, including metadata; 
o Voice-mail messages; 
o Back-up and disaster recovery tapes; 
o Hard drives; 
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o Removable computer storage media (for example, CD-ROMs, tapes, 
disks, cards, portable hard drives, and thumb drives.); and 

o Laptops, BlackBerries®, and other portable electronic devices; 

• Photographic; 

• Audiovisual, such as videotapes and sound recordings; 

• Cartographic, such as maps and architectural and engineering drawings; and 

• Micrographic, such as microfilm and microfiche. 
 
158.3.3 Conditions for a Hold 
  Effective Date: 01/15/2009 
 
A hold may be issued when 

• USAID is expressly listed as a party to a lawsuit or cases in which the United 
States is a plaintiff or defendant. The Office of General Counsel (GC), working 
with the Department of Justice (DOJ), acts as attorney for USAID and its officials. 

• An administrative proceeding may require the preservation of relevant and 
responsive information if it involves an Equal Employment Opportunity (EEO),  
Government Accountability Office (GAO), Civilian Board of Contract Appeals 
(CBCA), Merit Systems Protection Board (MSPB), or Foreign Service Grievance 
Board (FSGB) matters.  Note:  This list is not exhaustive.  

• USAID is not a named party to a lawsuit or administrative proceeding, but a 
subpoena, order, or other demand of a Federal, state, or local court or 
administrative or legislative proceeding is issued for the production, testimony, or 
disclosure of  

o Any material contained in the Agency’s files,  
o Any information relating to material contained in the Agency’s files, or  
o Any information or material acquired by a person while such person was 

an Agency employee when performing his or her official duties or because 
of his or her official status. 

• Congressionally requested or when any entity within the Office of the Inspector 
General (OIG), an independent public accountant, or the GAO conducts a 
financial, performance, contract, or grant audit. 

• Any OIG leads an administrative (non-criminal) or criminal investigation. 

• Another Federal agency with appropriate authority –statutory, regulatory, or 
otherwise– requests a hold. 

• A dispute in any matter gives rise to a reasonable anticipation of litigation. 

• GC determines that it is in the Agency’s best interest to issue a litigation hold. 
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158.3.4  Authority to Issue and Remove a Hold 
  Effective Date: 01/15/2009 
 
GC is the only USAID office authorized to issue and remove a hold. 
 
158.3.4.1  Issuing a Hold 
  Effective Date: 01/15/2009 
 
a. Scope.   GC, in coordination with Bureau for Management, Chief Information 
Officer, Chief Information Security Officer (M/CIO/CISO), determines the overall scope 
of the hold. Holds must be limited to operational records and other related information 
and materials that are responsive and relevant to the situation warranting the hold (for 
example, litigation, audit, and investigation).  After a hold has been issued, GC may 
modify the scope of a hold.  In these cases, GC must send written notification that 
updates all relevant B/IOs, Missions, and individuals of any change to the hold order. 
 
b. Written request.  GC must send a written request (e-mail, memoranda, or fax) to 
the M/CIO/CISO; Bureau for Management, Office of Administrative Services, 
Information and Records Division (M/AS/IRD); relevant B/IOs; Missions; and USAID 
staff, as appropriate. The request must include the following information: 
 

(1) Justification for the hold (for example, litigation, audit, investigation), 
including copies of relevant supporting documents (for example, litigation filings, court 
orders, or letters from GAO, the Inspector General, and DOJ.); 

 
(2) Concise descriptions of materials to be held, including information about 

content (for example, subject matters and topics), date spans, keywords, or other 
descriptive terminology; 
 

(3) Disposition actions to be suspended; 
 

(4) Disposition instructions cited from the USAID Records Schedules or the 
General Records Schedules; 
 

(5) Physical locations where responsive information may be stored, including 
buildings, Missions, rooms, and interior areas (for example, at individuals’ workstations, 
in centralized file cabinets, and on network servers.); 
 

(6) Estimated time period for the hold or events triggering release of the hold; 
and 
 

(7) Names of contact people and alternates who are knowledgeable and able 
to answer questions about the hold subject matter and related information and materials 
subject to the requested hold. 
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158.3.4.2  Delivery of a Request 
  Effective Date: 01/15/2009 
 
All hold requests must be delivered to M/AS/IRD and M/CIO/CISO via e-mail or hard 
copy memoranda. If any additional B/IOs or Missions receive hold requests, the most 
senior person in the B/IO or Mission who receives the request must communicate the 
hold to USAID employees and explain the reasons for the hold. All recipients of a hold 
request must provide a written statement of compliance to GC. The senior officials must 
issue specific instructions to their staff regarding how to respond to a hold within their 
organizations. Additionally, they must inform new employees of the procedures and 
periodically remind staff about hold requirements.  
 
Note:  When requested, GC is available to answer questions or provide information 
sessions to managers and staff regarding the hold. 
 
158.3.4.3  Responding to a Request 
  Effective Date: 01/15/2009 
 
Each request that is issued from GC is specifically written and tailored to respond to the 
litigation, audit, or investigation, and specific facts known at the time. GC provides 
points of contact for the delivery of the information if it decides that the information must 
be centralized. If it is likely that there will be no centralization of the information, the 
individual B/IO, Mission, or individual must sequester their own information until they 
receive further instructions from GC. 
 
If necessary, M/AS/IRD must request a temporary extension of the retention period in 
accordance with 36 CFR 1228.54(c)(1)-(4) to preserve and retain any materials relating 
to a hold.  M/AS/IRD must take steps to suspend any disposition action involving 
material subject to a hold if the material is located at a Federal Records Center. 
 
M/CIO/CISO must determine relevant information systems that may contain materials 
relating to the hold and suspend any routine disposition or destruction of such 
information.  
 
All B/IOs, Missions, and individuals must follow GC’s instructions about maintaining 
information and materials subject to a hold (for example, centralizing or keeping the 
records and materials in place versus transferring the records and materials to GC, 
M/AS/IRD, and M/CIO/CISO.). 
 
Any B/IO, Mission, or individual that receives a hold request must NOT 

• Destroy any responsive and relevant information and materials, including 
temporary records that are eligible for destruction, in accordance with USAID 
records schedules or General Records Schedules; 
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• Transfer permanent records to the National Archives and Records 
Administration, unless a transfer is permitted in accordance with the hold 
instructions; or 

• Transfer temporary records offsite, unless a transfer is permitted in accordance 
with the hold instructions. 

 
158.3.5  Penalties for Not Preserving Relevant and Responsive Information 

and Materials 
  Effective Date: 01/15/2009 
 
158.3.5.1 Penalties for Individuals Not Preserving Relevant and Responsive 

Information and Materials 
  Effective Date: 01/15/2009 
   
Individual staff members may face severe penalties imposed by USAID, DOJ, or a civil 
or criminal court for not preserving information and materials subject to a hold. 
 
a. USAID.   The USAID Table of Offenses and Penalties (Supplementary 
Reference to ADS 487) lists insubordination (defiance of authority) as an offense. For 
USAID staff members who defy a litigation hold request, USAID may impose penalties 
ranging from a written reprimand to removal. 

 
b. DOJ.  Failure to preserve operational records may constitute an unlawful 
destruction of records under the Federal Rules of Civil Procedure. 
 
c. Civil or criminal court.  If a USAID staff member fails to comply with a hold that 
is in place because of a court order, this individual may be individually sanctioned or 
held in contempt by the court.  Furthermore, destruction of records under certain 
circumstances is a potential criminal violation for which a staff member could be 
prosecuted under 18 U.S.C. 1519. 
 
158.3.5.2  Penalties for the Agency for Not Preserving Relevant and 

Responsive Information and Materials 
  Effective Date: 01/15/2009 
 
USAID may be subject to sanctions if records and other documentary materials deemed 
as evidence are missing. In the circumstance of a legal case, for instance, a court may: 

• Issue an adverse finding against USAID on the merits of the case. 

• Instruct a jury to draw an adverse inference against USAID.  This means that the 
judge would rule that the content of the missing records and materials would 
have supported whatever argument that the opposing party has put forward. 

• Preclude USAID from introducing certain evidence or calling certain witnesses. 

• Hold individual USAID officials or the Agency in contempt. 
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• Impose monetary sanctions against USAID. 

• Invoke a combination of the five items listed above. 
 
158.3.6  Removing a Hold 
  Effective Date: 01/15/2009 
 
When a hold is no longer necessary, GC must send instruction to remove the hold to 
M/CIO/CISO, M/AS/IRD, and relevant B/IOs, Missions, and individuals as appropriate. 
M/CIO/CISO, M/AS/IRD, and relevant B/IOs, Missions, and individuals that had been 
affected by the hold must respond by e-mail or memoranda to GC acknowledging that 
they have officially removed the hold. 
 
158.4   MANDATORY REFERENCES 
  Effective Date: 01/15/2009 
 
158.4.1  External Mandatory References 
  Effective Date: 01/15/2009 
  
a. 44 U.S.C. Chapter 3301  
 
b. 36 CFR 1228.54
 
c. 18 USC 1519, U.S. Criminal Code, Crimes and Criminal Punishment, Obstruction 

of Justice  
 
d. Federal Rules of Civil Procedure
 
158.4.2 Internal Mandatory References 
  Effective Date: 01/15/2009 
 
a. The USAID Table of Offenses and Penalties
 
158.5   ADDITIONAL HELP 
  Effective Date: 01/15/2009 
 
a. Freedom of Information Act (5 U.S.C. 552)
 
b. Privacy Act (5 U.S.C. 552a)
 
c. Inspector General Act Amendments of 1988 (5 U.S.C., Appendix; see 

Paragraph 8A, “Special provisions relating to the Agency for International 
Development.”) 

 
d. The Clinger-Cohen Act (Pub. L. 104-106)
 
e. The E-Government Act of 2002 (44 U.S.C. 101)
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f. Government Paperwork Elimination Act (Pub. L. 105-277)
 
g. USAID FOIA Regulations (22 CFR 212)
 
h. Executive Order 12829 – National Industrial Security Program
 
i. Executive Order 12958 – Classified National Security Information
 
j. Office of Management and Budget Circular No. A-130
 
k. Federal Rules of Evidence (Title 28 U.S.C. - Appendix)
 
l. ADS 567, Classified Contracts, Grants, Cooperative Agreements, and 

Contractor/Recipient Personnel Security
 
m. ADS 568, National Security Information and Counterintelligence Security 

Program
 
158.6   DEFINITIONS 
  Effective Date: 01/15/2009 
 
The terms and definitions listed below have been incorporated into the ADS Glossary. 
See the ADS Glossary for all ADS terms and definitions. 
 
disposition 
The transfer, retirement, and/or disposal of records or non-record material. 
(Chapters 158, 502) 
 
hold  
A hold is a temporary suspension of disposition action(s) of paper and electronic 
materials because of legal, audit, investigative, or other needs.  (Chapter 158) 
 
non-record  
U.S. Government-owned informational materials excluded from legal definition of 
records; documentation/correspondence that does not document USAID's policies, 
procedures, practices or operations. Includes extra copies of documents kept only for 
convenience or reference, stocks of publications of processed documents, and library or 
museum materials intended solely for reference or exhibition. (Chapters 158, 502) 
 
records 
Definition is located in 3 FAM 695 3-3. (Chapter 408) 
According to 44 U.S.C. 3301, "includes all books, papers, maps, photographs, machine-
readable materials, or other documentary materials, regardless of physical form or 
characteristics, made or received by an agency or its legitimate successor as evidence 

    
ADS 158 

http://www.cio.gov/documents/paperwork_elimination_act.html
http://www.access.gpo.gov/nara/cfr/waisidx_07/22cfr212_07.html
http://www.archives.gov/isoo/policy-documents/eo-12829.html
http://frwebgate.access.gpo.gov/cgi-bin/getdoc.cgi?dbname=1995_register&docid=fr20ap95-135.pdf
http://www.whitehouse.gov/omb/circulars/a130/a130.html
http://www.law.cornell.edu/rules/fre/
http://www.usaid.gov/policy/ads/500/567.pdf
http://www.usaid.gov/policy/ads/500/567.pdf
http://www.usaid.gov/policy/ads/500/568.pdf
http://www.usaid.gov/policy/ads/500/568.pdf
http://www.usaid.gov/policy/ads/glossary.pdf


02/23/2009 New Chapter 
 
 

 11 

of the organization, functions, policies, decisions, procedures, operations, or other 
activities of the Government or because of the informational value of data in them." 
(Chapters 158, 502) 
 
responsive material  
Interpreted broadly, any material or information that is directly relevant to or could lead 
to the discovery of material or information that is relevant to the subject of the hold.  
(Chapter 158) 
 
 
158_022309_W030609 

    
ADS 158 


	 
	       File Name: 158_022309 
	158.1  OVERVIEW
	158.2   PRIMARY RESPONSIBILITIES
	158.3  POLICY DIRECTIVES AND REQUIRED PROCEDURES
	158.3.1  Information and Materials That May be Held
	158.3.2 Formats and Media
	158.3.3 Conditions for a Hold
	158.3.4  Authority to Issue and Remove a Hold
	158.3.4.1  Issuing a Hold
	158.3.4.2  Delivery of a Request
	158.3.4.3  Responding to a Request

	158.3.5  Penalties for Not Preserving Relevant and Responsive Information and Materials
	158.3.5.1 Penalties for Individuals Not Preserving Relevant and Responsive Information and Materials
	158.3.5.2  Penalties for the Agency for Not Preserving Relevant and Responsive Information and Materials

	158.3.6  Removing a Hold

	158.4   MANDATORY REFERENCES
	158.4.1  External Mandatory References
	158.4.2 Internal Mandatory References

	158.5   ADDITIONAL HELP
	158.6   DEFINITIONS


<<
  /ASCII85EncodePages false
  /AllowTransparency false
  /AutoPositionEPSFiles true
  /AutoRotatePages /All
  /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 /Warning
  /CompatibilityLevel 1.4
  /CompressObjects /Tags
  /CompressPages true
  /ConvertImagesToIndexed true
  /PassThroughJPEGImages true
  /CreateJDFFile false
  /CreateJobTicket false
  /DefaultRenderingIntent /Default
  /DetectBlends true
  /DetectCurves 0.0000
  /ColorConversionStrategy /LeaveColorUnchanged
  /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 false
  /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

  /Description <<
    /CHS <FEFF4f7f75288fd94e9b8bbe5b9a521b5efa7684002000500044004600206587686353ef901a8fc7684c976262535370673a548c002000700072006f006f00660065007200208fdb884c9ad88d2891cf62535370300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c676562535f00521b5efa768400200050004400460020658768633002>
    /CHT <FEFF4f7f752890194e9b8a2d7f6e5efa7acb7684002000410064006f006200650020005000440046002065874ef653ef5728684c9762537088686a5f548c002000700072006f006f00660065007200204e0a73725f979ad854c18cea7684521753706548679c300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c4f86958b555f5df25efa7acb76840020005000440046002065874ef63002>
    /DAN <>
    /DEU <>
    /ESP <>
    /FRA <>
    /ITA <>
    /JPN <>
    /KOR <FEFFc7740020c124c815c7440020c0acc6a9d558c5ec0020b370c2a4d06cd0d10020d504b9b0d1300020bc0f0020ad50c815ae30c5d0c11c0020ace0d488c9c8b85c0020c778c1c4d560002000410064006f0062006500200050004400460020bb38c11cb97c0020c791c131d569b2c8b2e4002e0020c774b807ac8c0020c791c131b41c00200050004400460020bb38c11cb2940020004100630072006f0062006100740020bc0f002000410064006f00620065002000520065006100640065007200200035002e00300020c774c0c1c5d0c11c0020c5f40020c2180020c788c2b5b2c8b2e4002e>
    /NLD (Gebruik deze instellingen om Adobe PDF-documenten te maken voor kwaliteitsafdrukken op desktopprinters en proofers. De gemaakte PDF-documenten kunnen worden geopend met Acrobat en Adobe Reader 5.0 en hoger.)
    /NOR <>
    /PTB <>
    /SUO <>
    /SVE <>
    /ENU (Use these settings to create Adobe PDF documents for quality printing on desktop printers and proofers.  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 /NoConversion
      /DestinationProfileName ()
      /DestinationProfileSelector /NA
      /Downsample16BitImages true
      /FlattenerPreset <<
        /PresetSelector /MediumResolution
      >>
      /FormElements false
      /GenerateStructure true
      /IncludeBookmarks false
      /IncludeHyperlinks false
      /IncludeInteractive false
      /IncludeLayers false
      /IncludeProfiles true
      /MultimediaHandling /UseObjectSettings
      /Namespace [
        (Adobe)
        (CreativeSuite)
        (2.0)
      ]
      /PDFXOutputIntentProfileSelector /NA
      /PreserveEditing true
      /UntaggedCMYKHandling /LeaveUntagged
      /UntaggedRGBHandling /LeaveUntagged
      /UseDocumentBleed false
    >>
  ]
>> setdistillerparams
<<
  /HWResolution [2400 2400]
  /PageSize [612.000 792.000]
>> setpagedevice


