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Policy Statement 

A University policy (“Policy” or “Policies”) is a governing statement that is critical to the operations of the 
University and must: 

• meet at least one of the following criteria: 
o generally has broad application throughout the University; 
o is mission-critical; 
o is equitable and inclusive in its operation; 
o helps achieve compliance with applicable state and federal laws and regulations, as well as 

required policies of outside organizations or accrediting agencies (e.g., NCAA, NECHE, etc.); 
or 

o manages material institutional risks; 
• mandate actions or constraints, and contain specific requirements for compliance with 

the Policy; 
• be officially sanctioned through the University process for approving a Policy; and 
• be presented in a University-approved format (see Appendix A). 

The University is governed by its own Policies and local, state and federal law. The University must adopt 
Policies and related Procedures (see definition below) when applicable governmental laws, regulations 
and ordinances do not provide specific guidance or offer directives necessary for the University’s efficient 
and effective operation. The University has discretion to formally develop, approve, and issue each Policy 
in a consistent format, to be maintained as part of a central Policy repository. 

Each Policy is subject to change at any time. Upon conflict between a Policy and a Department-Level 
Protocol (see definition below), the Policy controls. A department must neither maintain non-Policy text 
on any website that the department manages – that purports to be Policy, nor adopt any Department-
Level Protocol that is in conflict with any applicable governmental law, regulation or ordinance. 

 

1 These policies do not apply to the creation or modification of university academic policies set forth in the Manual of 
Academic Policies and Procedures, faculty policies set forth in the Faculty Policy Manual, or to any policy that the 
Board of Regents by its own action enacts which may have their own defined protocol.   



 

Each Policy being proposed – or change being proposed to any current Policy – must follow the 

Procedures for Implementing this Policy (see below). 

The University reserves a right at any time to modify, delete or add any Policy for reason that the 
University reasonably determines to be appropriate. 

Violation of a Policy may result in disciplinary action up to and including termination. 

Reason(s) for the Policy 

It is considered a best practice to establish a Policy to provide overall structure and guidance on the 
promulgation of all other Policies. The purpose of this Policy is to define the steps by which a Policy is 
developed, approved, promulgated, maintained and revised. Through a consistent Policy process and 
format, the University can best ensure that each Policy: 

• is consistent with the important academic mission of the University as an institution of higher 
education; 

• is properly developed and regularly updated to remain compliant with laws and regulations; 
• is thoroughly vetted to ensure that the policy does not have disparate impacts on the 

community and is equitable and inclusive; 
• is compliant with generally accepted accounting and reporting standards; 
• promotes operational efficiency; 
• reduces institutional risk; and 
• is easy to find, read, and understand. 

This Policy provides direction to any individual engaged in developing and maintaining any Policy, and 
defines the requirements that must be followed when drafting, approving, and revising that Policy. 

Primary Guidance to which this Policy Responds 

Not applicable. 

Who is Governed by this Policy 

All staff and faculty are expected to comply with this Policy. 

Definitions 

“Policy” further means an official directive of broad and direct application across all units of the 
University. As such, a Policy imposes binding obligations on faculty, students and/or staff, as applicable. The 
purpose of a Policy is to ensure through uniform requirements and standards, (i) compliance with 
applicable laws, and regulations, (ii) adoption of operational efficiencies and best practices, and/or (iii) 
promotion of mission-centered values and objectives. 

“Procedure” means a minimal action that applies across the University community to help guide 
compliance and fulfill a Policy’s principles. 

“Responsible Officer” means a University Officer (see definition below) whose operational authority 
most directly relates to an applicable Policy’s implementation. 



 

“University Officers” means the University’s President, and each President-designated person, currently 
including: 

• Vice President for Academic Affairs and Provost; 
• Executive Vice President and Chief Operating Officer; 
• Vice President for Finance Administration; 
• Vice President, General Counsel and Secretary, or then-current equivalent designation(s); 
• Vice President for Institutional Advancement;  
• Vice President for Marketing and Enrollment; 
• Associate Vice President for Graduate and Professional Studies; 
• Assistant Vice President for Diversity, Equity, and Community Engagement; 
• Vice President of Athletics and Recreation; and 
• Vice President, Division of Student Affairs Administration. 

The Assistant Vice President for Diversity, Equity, and Community Engagement, in coordination with the 
Office of General Counsel, is responsible for maintaining the official Policy format (template). Working 
with the Vice President for Marketing and Enrollment, they will ensure that Policies are posted in the 
Policies page of the University website. 

Responsible Officers shall ensure the consistent, fair, and equitable administration of policies. 

“The Policy Review Committee” is charged with reviewing new and revisions in policies prior legal review. 
Members are approved by the President; it consists of representatives of the President’s Steering 
Committee on Diversity, Equity, and Inclusion, Human Resource Development, the Executive Director, 
Equal Opportunity Programs and Title IX Compliance, University Staff Counsel, Vice President of Student 
Affairs Administration, Vice President for Academic Affairs and Provost, and outside subject area experts 
as needed. The co-chairs of the President’s Steering Committee on Diversity, Equity, and Inclusion serve as 
co-chairs the Policy Review Committee.  

The Policy Review Committee meets monthly to review proposed policies/policy revisions that shall be 
submitted at least two weeks prior to the meetings.  

Contacts 

• Assistant Vice President for Diversity, Equity, and Commuity Engagement 
• Office of the General Counsel 

Related Documents, Forms and Tools 

Standard Template for Sample Policies (see Appendix A)  

Policy Web Address 
http://www.hartford.edu/policies 

Related Policies (indicate with web link, as applicable) 
None 

http://www.hartford.edu/policies


 

Procedures for Implementing this Policy 

This Policy establishes general review and approval requirements for each Policy. The process outlined 
below is intended to help ensure that each Policy is consistent, clear, widely disseminated, and easily 
accessed, and that it provides practical direction to the broad range of University operating units. 

Responsibility for Creating Policies 
Policies established by individual administrative units may not conflict with University policies and 
procedures. 

A request for establishment of a new Policy may be initiated by an individual department, operating unit, 
University Officer, or other body and individual as appropriate. 

The University’s Office of General Counsel is normally responsible for reviewing and commenting on each 
new compliance-related Policy draft (i.e., one whose scope is primarily directive, rather than one whose 
violation might subject a University employee to internal discipline). If a need for specialized expertise 
related to the proposed Policy is perceived by any of the above constituencies, then the Policy Review 
Team must endeavor in good faith to consult with persons with that expertise. The Policy Review 
Committee must then forward comments and suggestions to the Responsible Officer for further 
consideration. 

Every Policy, however, must be sponsored by either a University Officer or under delegation from a 
University Officer to a senior administrator with the responsibility for creating and implementing 
Policies as required in that administrator’s area of responsibility. 

In all cases, the Policy draft must list at least one University Officer by title as the Responsible Officer, 
who is accountable for the accurate and well-articulated formulation, issuance and timely updating of 
the Policy. That draft may list more than one Responsible Officer; and so long as one is a University 
Officer, the other may be a senior administrator appointed by the University Officer. The Responsible 
Officer oversees development of each Policy subject to this Policy’s process and assures that each action 
step is completed. The Responsible Officer is also responsible for reviewing and approving proposals for 
new Policies, and the Responsible Officer’s signature concludes the process of review of each new Policy 
before submission to the President or the University Officers for final approval. 

Formulating and Approving a Policy 
The process for formulating and reviewing a Policy may vary depending on the Policy’s primary 
constituency, institutional traditions and bylaws, as well as relevant external legal constraints. 

Each Policy should be drafted in the format provided in this Policy’s Appendix A (with any addition that is 
appropriate to the draft Policy’s context). Sufficient time must be permitted to allow for draft Policies to 
be vetted among various stakeholders across the University, as determined in each case by the President 
or the University Officers. 

When a policy or policy revision is being considered, the author(s) shall take steps to anticipate the impact 
of the policy/policy revision on all segments of the campus community. A thoughtful drafting of the 
policy/revision should result in a policy/policy revision that is equitable and inclusive in its impact and 
implementation.  

Once a policy or policy revision is drafted, it is submitted to the Policy Review Committee. The Policy 
Review Committee is tasked with reviewing the proposed policy/policy revision to ensure that it is both 



 

equitable and inclusive in language and implementation. If necessary, the Policy Review Committee will 
work with the drafters of the policy to make recommended changes in the policy or policy revision.  

The Assistant Vice President of Diversity, Equity, and Community Engagement will, on behalf of the Policy 
Review Committee, inform the Office of General Counsel that issues of equity and inclusion have been 
appropriately addressed. The policy/policy revision then moves to the Office of General Counsel.  

Before a Policy’s adoption, a legal review must be conducted by the Office of General Counsel, which is 
responsible to review and comment on each new Policy and revision to ensure its propriety from a legal 
and contractual perspective. The Office of General Counsel is authorized to make minor corrections or 
updates without going through the entire approval process. 

After this review has been completed, the draft Policy is submitted by the Responsible Officer or that 
officer’s delegate to the President and University Officers for final review and approval. If approved, the 
Policy may then be issued by the Responsible Officer to the University community. 

Under exceptional circumstances the University Officers may determine that Regents’ oversight is 
appropriate for a particular Policy. 

Organization and Numbering of Policies  
Each Policy is assigned to a category and numbered in accordance with the category to which it is 
classified, as follows: 

Category Numbering 
Governance 1.1, 1.2, 1.3, . . . 
Academic 2.1, 2.2, 2.3, . . . 
Employment, Benefits and the Workplace 3.1, 3.2, 3.3, . . . 
Facilities, Equipment and Property 4.1, 4.2, 4.3, . . . 
Financial 5.1, 5.2, 5.3, . . . 
Information Technology 6.1, 6.2, 6.3, . . . 
Operational 7.1, 7.2, 7.3, . . . 
Public Safety and Environmental, Health & Safety 8.1, 8.2, 8.3, . . . 
Sponsored Programs 9.1, 9.2, 9.3, . . . 
Student 10.1, 10.2, 10.3, . . . 
Athletics 11.1, 11.2, 11.3, . . . 
Other categories as needed  

Publication and Distribution of Policies 
The Responsible Officer is charged with coordinating with the Office of Marketing and 
Communication which publishes and distributes approved Policies and Procedures on the appropriate 
pages of the University website and by other means as deemed appropriate. The Office of Marketing 
and Communicaton maintains a central Policy webpage with links to all Policies. Each Policy must be 
maintained on or in a designated University network drive. Each new or significantly-revised Policy 
must be announced by e-mail or released in a memorandum by the Responsible Officer to all 
University employees. However, the Policy must have completed the development process described 
in this document, and must be included in the University’s central Policy repository in the Office of 
the General Counsel. 



 

Amendments to University Policies 
The Responsible Officer for each Policy also is charged with keeping the Policy up to date. Accordingly, the 
Responsible Officer should ensure appropriate review of the Policy by its annual review date, as necessary 
to assure that the Policy reflects obligations imposed by current laws and best practices. The General 
Counsel must help assure that Responsible Officers review and update Policies as needed. Except when 
the process or authority for making changes to a Policy is included in the Policy itself, amendments must 
follow the same process outlined above for initial issuance. A Responsible Officer may initiate a review of 
existing Policy at any time. 

APPENDIX A: Standard Template for Sample Policies 

Policy Title:  Policy Number:   

Responsible University Office:   

Responsible Officer:   

Original Issue Date:   Date Last Reviewed:   

Revision History:   

 

Policy Statement (generally no more than 3 to 5 sentences) 

a. Describe the scope of application of the policy, either: 
i. across all of the University; or 
ii. within a specific department or business unit 

b. Describe the circumstances or conditions under which the policy applies. 
c. Describe the requirements the policy mandates. 

Reason(s) for the Policy (generally no more than 8 to 10 sentences) 

a. State whether this proposal recommends a new policy or any revision to an existing one. 
b. Include any legal, regulatory, financial, or operational challenges or circumstances, or other 

changes in the surrounding operating environment, to which the proposed policy responds. 
c. Describe the problem or conflict that the policy will address. 
d. Describe how the proposed policy will solve the problem. 
e. Where relevant, describe the connection between the proposed policy and the 

University’s mission and values, in context to its established administrative policies. 

Equity and Inclusion Affirmation (generally no more than 3-5 sentences)  

a. Describe the steps taken to analyze the equity and inclusion implications of the 
policy/policy revision. 

b. Identify the communities/groups consulted to identify possible disparate impacts in 
implementation  

c. Describe actions taken or modifications made to ensure the policy/policy revison is 
equitable and inclusive in implementation. 



 

Primary Guidance to which this Policy Responds Who is Impacted by this Policy 

a. Identify each office, department, institution or constituency (e.g., student, faculty, staff, or 
community) most likely to be significantly affected by the proposed policy. Representatives 
with pertinent functional expertise from within these groups will be consulted during the 
development and review processes. For example, consider whether to consult with any of the 
following offices or constituencies during the development of this initial proposal and while 
drafting and revising the proposal: 

• Administration 
• Controller’s Office 
• Deans 
• Athletics 
• Faculty Senate or the full faculty 
• Human Resources Development 
• Staff Council 
• Information Technology Services 

• Public Safety 
• Office of the Treasurer 
• Student Government Association 
• Office of Diversity, Equity, and Community 

Engagement 
• Subject matter experts 
• Department Chairs, Program Directors, or 

equivalent

b. Identify any key operating activities or functions that will be affected by the policy. The 
Officers will be involved in the review process. 

c. Describe any changes in University operating processes or culture that may result 
from implementation of this policy. 

d. Identify the resources (human, financial, physical, operational, technological, or other) 
necessary to implement this policy, or to assure its compliance. 

e. Specify any new systems (managerial, technical, operating, etc.) that the subject organization or 
any other University office or unit will have to develop or acquire, and which offices or 
institutions will have to acquire them, along with the funding source for each acquisition. 

Definitions (if applicable) 

a. Define any words, expressions or abbreviations used within the policy that are unfamiliar or 
technical, or that have a specialized meaning. 

b. Each word (or expression’s first word) should be listed in alphabetical order. 

Contact(s) (name, title, department, phone no., email address) 

Related Documents, Forms and Tools 

a. Include any other related documents that led to a proposal of the policy, or that provide helpful 
information (NECHE and other accreditation agencies, contracts, guidelines, professional 
standards, surveys, etc.) 

b. Describe how the proposed policy complements or supports the objectives, standards, or 
requirements of any of the documents listed above. 

Policy Web Address 

Related Policies (indicate with web link, as applicable) 
a. List any related University policies, as well as any related local, state, or federal legislation or 

administrative regulations, or accreditation requirements, and provide a copy or electronic 



 

link to each. 
b. Specify any potentially overlapping or conflicting provisions between the proposed policy and 

the related policies, legislation, and regulations listed above, and describe how the proposed 
policy addresses those conflicts. 

Procedures for Implementing the Policy (can be attached) 

a. Summarize how the policy will be implemented or enforced. 
b. Outline briefly each action step, activity or mechanism through which the requirements of the 

policy will be implemented or enforced, and the roles accountable for each. 
c. Note any one-time requirements related to initial implementation. 

Responsibilities 

Summarize the responsibilities of each University office or officer named in the policy. 

Training and Education 

Describe any training or educational program necessary to support implementation or compliance, and 
the plan for conducting that program. 

Effective Date 

a. State the target effective date for the proposed policy. 
b. Identify any factor that affects the target effective date. 
c. In particular, describe any factor that might delay implementation, or that supports rapid 

adoption of the policy. 


	University of Hartford Policy on Policies1
	Policy Statement
	Reason(s) for the Policy
	Primary Guidance to which this Policy Responds
	Who is Governed by this Policy
	Definitions
	Contacts
	Related Documents, Forms and Tools
	Policy Web Address
	Related Policies (indicate with web link, as applicable)

	Procedures for Implementing this Policy
	Responsibility for Creating Policies
	Formulating and Approving a Policy
	Organization and Numbering of Policies
	Publication and Distribution of Policies
	Amendments to University Policies


	APPENDIX A: Standard Template for Sample Policies
	Policy Statement (generally no more than 3 to 5 sentences)
	Reason(s) for the Policy (generally no more than 8 to 10 sentences)
	Equity and Inclusion Affirmation (generally no more than 3-5 sentences)
	Primary Guidance to which this Policy Responds Who is Impacted by this Policy
	Definitions (if applicable)
	Related Documents, Forms and Tools
	Policy Web Address
	Procedures for Implementing the Policy (can be attached)
	Responsibilities
	Training and Education
	Effective Date



<<

  /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



