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PCEPN Business Continuity Planning Worksheets

Purpose:

These worksheets will help you develop your organization’s business continuity plan (BCP). The
concepts in these worksheets can help your organization plan to provide essential services during
and after an emergency or disaster.

Instruction:

Use the questions in each section to guide continuity planning and discussions with your team. Complete the
sections that apply to your organization, its essential services and its supporting processes.

Note:

These worksheets are based on FEMA's “Continuity Plan Template and Instructions for Non-Federal
Governments.”



https://www.fema.gov/media-library-data/1389194640607-1a5f9a6d6557846f6e5924eea089f798/Non_Federal_Continuity_Plan_Template_and_Instructions.pdf
https://www.fema.gov/media-library-data/1389194640607-1a5f9a6d6557846f6e5924eea089f798/Non_Federal_Continuity_Plan_Template_and_Instructions.pdf

Basic Concepts for Business Continuity Planning

What is business continuity?

Business continuity is an organization’s ability to deliver products and/or services at predefined
levels following an emergency or disaster.! Business continuity planning (BCP) includes the
development of policies, protocols and documents to help your organization achieve continuity.
BCP also includes identifying risks and vulnerabilities (mitigation activities) before an incident occurs
to decrease disruption to your organization.

Why is BCP important?
During an emergency or disaster, BCP can help an organization:
¢ Minimize liability

* Meet compliance, regulatory and funding requirements

Protect patient safety by ensuring consistent access to care

Maintain the public image of your center and public trust in your providers

Maintain revenue by continuing to see patients and bill for services rendered

What is the difference between BCP and Emergency Management?

® Focuses on the response to an emergency ® Focuses on maintaining processes to support your
or disaster organization’s essential services during an emergency or
disaster, as well as processes that support restoration of normal
operations as quickly as possible

® Part of the Emergency Management Plan or maintained separately

' Adapted from the International Organization for Standardization, 1SO 22301:2012.
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What are the key steps in BCP?

1.

Create a planning team. It is important that representatives from across an organization participate
in BCP. In addition to executive-level support, subject matter experts can recommend the protocols
and processes essential to maintaining operations. Include representatives from finance, emergency
management, information technology (IT), clinical services and administration in planning meetings.

. Perform a risk assessment?. Conduct a hazard vulnerability analysis (HVA) to identify potential

hazards that may impact your organization’s ability to deliver patient care.

. Identify and prioritize essential services. Assess the impact that disruption to these essential

services will have on your organization’s ability to deliver health care. Include supporting processes,
applications and interdependencies.

. Create a written response and recovery action plan. A written plan makes sure that everyone in

the organization works from the same set of protocols during continuity operations.

. Distribute the plan and train staff on their roles. The plan is only useful if staff are familiar with it

and understand their roles and responsibilities.

. Exercise the plan and modify it accordingly. Conduct trainings and exercises often to help staff

remember the plan. Use lessons learned during trainings and exercises to improve the plan and
maintain essential services during an emergency or disaster.

What are the four phases of BCP implementation?3

( )
[ Phase 1 Readiness and Preparedness }
( 1
Phase 2 Activation P 0 to12 hours following incident
- J
. 4
( 1
Phase 3 Continuity Operations » 12 hours to 30 days or until restoration
- J
v
( 1
Phase 4 Restoration
- J
. J

2 Kaiser Permanente HVA Tool: asprtracie.hhs.gov and search "Kaiser HVA Tool"
% Image by Federal Emergency Management Agency: Continuity Guidance Circular 1, Page 11
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https://www.fema.gov/media-library-data/1386609058803-b084a7230663249ab1d6da4b6472e691/CGC-1-Signed-July-2013.pdf  

1. Promulgation Statement: Purpose, Scope, Situation
and Assumptions

This worksheet can help your organization create a promulgation statement. Promulgation is the
process that officially announces a plan. A promulgation statement gives your organization the authority
to perform business continuity tasks as part of your business continuity plan. These sections ask you to
describe why your organization is developing a continuity plan, who the plan applies to, how your facility
limitations and location influence planning and any essential and non-essential services.

¢ Describe the purpose and objectives of your organization’s business continuity plan, and why
services must continue. Example: To maintain essential services, including transportation
services for patients. ~

¢ Describe to whom the plan applies.

* Describe why your organization needs a business continuity plan. Include potential hazards or
risks from the HVA. @

* Describe key assumptions that support the plan (e.g., what absolutely must continue, what may
be suspended, etc.).

* Describe the security or privacy level of the plan (e.g., “For Official Use Only,” “Not o
for Distribution”).

Promulgation Statement:

This plan applies to the staff of Enter name of organization located at

Enter address(es) . This plan will

oL

be executed following an emergency or disaster that disrupts normal business functions to help
Enter name of organization maintain essential services for the patients we

serve, and minimize the negative impacts of the emergency or disaster on our organization.
8
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Essential Services Form

Use this worksheet to document essential services that your organization must continue to provide after
an emergency or disaster.

Name of Organization:
Department or Area:

Provider Name: Date:

Instructions:

1. List the top five to 10 essential services (those that must continue with little to no
interruption following an emergency or disaster) for your department. See page 10 for a
sample list of essential services.

2. Provide a brief description of the service. List critical service staff and vendors. ~

3. Describe how the loss of service would impact business operations, financial stability of
the organization and patient safety.

(1) Essential service (2) Brief description of service (3) Describe impact if service was lost

(1]

L



(1) Essential service (2) Brief description of service (3) Describe impact if service was lost

o
~
The following is a list of possible essential services. ltems on this list are not in any particular order
and are provided as examples. This list does not include all services that your organization offers. b
e Patient registration
* Patient encounters (e.g., adult visit, pediatric visit, etc.)
* Medicaid/Medicare billing -
* Private insurance billing
e Administrative support
e Transportation services for patients -
e Payroll
¢ On-site laboratory work
¢ On-site diagnostic testing other than laboratory work (e.g., X-rays) -
¢ Referrals
* Prescription refills (on-site and/or electronically)
¢ Vendor payments .
* Maintenance of phone and other telecommunications systems (and backups)
* Maintenance of operational status of fire alarms, HVAC systems and utilities
e Triage
=

e Substance use services

* Maintenance of electronic medical records system (note: some organizations may consider this
a supporting function for essential services and not an essential service on its own)

LE
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Prioritization of Essential Services Form

Use this worksheet to prioritize the essential services that your organization must continue to

provide after an emergency or disaster. ™
Name of Organization:
w
Department or Area:
N
Provider Name: Date:
Instructions:
1. Refer to the essential services identified on the Essential Services Form (page 9) to complete
the table below. o
2. Include for each essential service the:
a) Recovery time objective (RTO) b) Recovery point objective (RPO)?, if applicable
3. ldentify supporting or interdependent processes, functions, IT infrastructure and applications,
documentation or records, and personnel for each essential service. -
4. Use the following scale to prioritize restoration of each essential service to normal operating conditions®:
Tier 1 RTO less than four hours .
Tier 2 RTO four to 24 hours
Tier 3 RTO 24 to 72 hours
Tier 4 RTO three to seven days «©
Tier 5 RTO eight to 30 days
=)

'RTO: The maximum amount of downtime that is allowable for a critical process before the impact becomes severe enough to drastically impact
patient safety and/or stop the continuity of business services.

?RPO: The point in time when data must be restored after systems go down. It may also be considered the maximum amount of tolerated data loss.

SThis scale is an example of how prioritization may be assigned. Organizations may choose to develop a different scale.

11
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(1) Essential 2a) RTO (2b) RPO, if (3) Supporting or (4) Priority tier

service applicable interdependent processes,
functions, infrastructure,
applications, etc.

oL

LE
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2. Record of Review, Record of Changes and Record of
Distribution

Use this worksheet to document when the plan is reviewed, any changes made to it between reviews
and who received the updated plan.

List the names and titles of people who reviewed and approved the organization’s business
continuity plan, and the date of their review.

S S L S

List any changes made to the plan in between reviews. -

Description of change(s) made Name of person that made change(s) Date change(s) were made

oL

LE
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List who received the plan and note the distribution method.

Who received the plan When was the plan distributed Electronic (E) or print (P) copy

—_
o

LE
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3. Concept of Operations

This worksheet will help your organization implement its business continuity plan and address the four
continuity elements: readiness and preparedness, activation, continuity of operations and restoration.

Phase 1: Readiness and Preparedness

Complete the sections below to make sure staff members in your organization can continue essential
functions after an emergency or disaster.

* Describe how essential services and supporting processes are determined, documented and ~
reassessed. List here and include in the appendices the essential services and their priority order for
restoration during an emergency or disaster.

e List your organization’s alternate facility where all operations can be relocated, if necessary, during
an emergency or disaster (i.e., an alternate location where services will be offered because the
primary facility is inoperable because of the disaster). Indicate if a Memoranda of Agreement (MOA),
a written agreement explaining what goods will be provided, is required to use the facility during an
emergency or disaster, and the current status of the MOA.

e List all costs and payments related to the incident. Work with your finance unit to define cost
centers (i.e., budget or finance department) for tracking and paying any continuity planning and
operations costs.

oL

LE
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e Describe any equipment or supplies that were or will be purchased to support the continuity
of essential services. Cross-reference this list with the items on the Budgeting and Resource
Acquisition form (page 23).

¢ Describe the contents and locations of any “go-kits” below and in a list attached to the business
continuity plan. Go-kits should include copies of important documents, vital information, supplies =
and software needed to conduct essential operations (e.g., employee contact information,
insurance certificates, payroll information, vendor information and supply lists, passwords for
IT systems, directions for communicating with staff and patients, office supplies, your business
continuity plan, etc.).

e List and describe the status of any protocols that have been or need to be developed to support
continuity operations. Indicate who is responsible for each protocal.

oL

LE
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Phase 2: Activation (zero to 12 hours)

This section will help your organization activate its business continuity plan. It also provides a o
methodology to help you continue operating at your primary facility or alternate facility with minimal
disruption within 12 hours of plan activation.

Describe the processes to suspend non-essential services (i.e., those that do not have to
continue during an emergency or disaster) and the start of continuity protocols.

¢ Describe how and when your organization will notify staff and patients of changes in service
and schedules.

¢ Describe how your organization will mobilize continuity supplies, equipment, additional
staff and/or transportation assets for continuity operations. Indicate who is responsible for
mobilizing these items. o

* Describe the process for activating the MOA for continuity operations, including those for staff,
equipment, supplies and/or transportation assets.

* Describe the protocol for testing and starting up emergency power supplies and reaching out
to utility service providers regarding any outages.

* Describe the process and protocols related to moving staff and operations to an alternate
facility, if necessary, and preparing that facility for continuity operations.

oL

LE

17



Phase 3: Continuity Operations (12 to 30 hours or until restoration occurs)

This section will help you define the steps needed to continue essential services, such as manual
completion of medical record information while IT systems are down, or arrival procedures at an
alternate facility.

¢ Describe the protocols that staff must implement after they arrive at the alternate facility to begin
continuity operations.

Essential Service 1:

» Describe operational procedures to continue this essential service.

Essential Service 2:

e Describe operational procedures to continue this essential service.

Essential Service 3:

* Describe operational procedures to continue this essential service.

Essential Service 4:

e Describe operational procedures to continue this essential service.

18
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Essential Service 5:

e Describe operational procedures to continue this essential service.

Essential Service 6:

* Describe operational procedures to continue this essential service.

Essential Service 7:

* Describe operational procedures to continue this essential service.

Essential Service 8:

* Describe operational procedures to continue this essential service.

Essential Service 9:

* Describe operational procedures to continue this essential service.

Essential Service 10:

* Describe operational procedures to continue this essential service.

19
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Phase 4: Restoration Operations

This section will help your organization return to normal operations once leadership determines that
restoration operations can begin.

¢ Describe the conditions and protocols for resuming normal operations and reinstating suspended
services. Include who makes decisions regarding resumption of normal operations.

* Describe the protocol for recreating any work lost due to interrupted IT systems. Include who is
responsible for recreation of work.

* Describe the protocol for making sure that any data collected manually or through an alternate IT set-
up or server is moved to day-to-day servers or databases. Include quality assurance protocols and
who is responsible for moving data.

¢ Describe how staff will transition back to day-to-day roles.

* Describe protocols for notifying staff and the public that normal operations resumed.

* Describe protocols for returning any equipment, supplies, staff and/or services once normal
operations resume.

20
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4. Organization and Assignment of Responsibilities

This section should expand on the description of continuity responsibilities of each key staff
position listed in Concept of Operations (page 15).

List the name, title and business continuity role for each key staff position with
continuity responsibilities. Include an organizational chart, if desired.

Organizational chart

—_
o

LE
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5. Direction, Control and Coordination

This section will help your organization decide how to transfer responsibility if the individual normally
responsible for a function is no longer available to fulffill their duties. This is called devolution planning
and it supports overall continuity planning. Devolution planning addresses the full spectrum of all-
hazard or threat emergency events that may make an organization’s leadership or staff unavailable
to or incapable of supporting the execution of the organization’s essential functions from either

its primary operating facility or continuity facility. If devolution planning is not applicable to your o
organization, please note it below.

¢ Indicate who will assume control and direction of your organization if leadership or staff is
unavailable or incapable of supporting the execution of the organization’s essential functions
from either its primary operating facility or continuity facility.

—_
o

LE
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6. Disaster Intelligence

This section will help you define information critical to all continuity events. Use the table to identify the

type of information needed, where it will come from, who will use it, how it will be shared, the format it ™
will be provided in and when it will be needed.
Information to Where Who needs How The format When the
be collected information will information information will in which information will @
during come from be shared information will | be needed
continuity be provided
SAMPLE SAMPLE TEXT:  SAMPLE TEXT: |[SAMPLE TEXT: SAMPLE TEXT: | SAMPLE TEXT:
TEXT: IT department | Clinical and Info will be Excel Power outage;
Desktop PCs administrative shared with the spreadsheet server is down ~
" team clinical and
serial depa,rtment administrative
””ml?ers and heads team to ensure
location all PCs are
accounted for
and backed up; o
especially
those with
electronic
medical records
and payroll
information

—_
o

LE
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7. Communications

This section will help you identify critical communication and IT systems to support connectivity
among key leadership personnel, internal partners, other organizations and the public during
crisis and disaster conditions.

Communication need Primary communication Redundant/backup Operational responsibility
method communication method(s) (internal and vendors) o

—_
o

LE
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8. Budgeting and Resource Acquisition

This section aligns with the Administration, Finance and Logistics section of FEMA's “Comprehensive

Preparedness Guide (CPG) 101.” It can help you identify the people, communications, facilities, ~
infrastructure and transportation requirements necessary to successfully implement and manage your
organization’s continuity program. This section also describes how funding should be identified and
provided and includes specific budgetary guidance and requirements for all levels of the organization.
w
List any supplies Indicate primary vs. For each item, note Estimated cost for List any applicable
and/or equipment continuity facility, if it needs to be each item Memoranda of
needed to as applicable purchased pre-event Agreements (MOAs)
implement your or if you can obtain for each item
continuity plans it just-in-time =
ol
(o)
~

Indicate what For each asset, note if it Estimated cost for each List any applicable
transportation assets, needs to be pre-arranged asset Memoranda of

if any, are needed or if you can arrange Agreements (MOAs) for
to implement your transportation just-in- each asset
continuity plans time

—_
o

LE
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https://www.fema.gov/media-library-data/20130726-1828-25045-0014/cpg_101_comprehensive_preparedness_guide_developing_and_maintaining_emergency_operations_plans_2010.pdf
https://www.fema.gov/media-library-data/20130726-1828-25045-0014/cpg_101_comprehensive_preparedness_guide_developing_and_maintaining_emergency_operations_plans_2010.pdf

Describe circumstances Indicate how the Estimated cost for List any Memoranda of
that might require your organization will each circumstance, if Agreements (MOAs) that
organization to acquire obtain additional staff, applicable may be needed
additional staff if applicable (e.g.,

transfer staff across

network facilities, obtain

volunteers)

Describe instances when your Indicate who will be transferred and List any Memoranda of Agreements
organization will transfer staff to where they will be transferred (MOAs) that may be needed
other work locations

Describe how continuity- Indicate who is Describe how continuity- Indicate who is responsible
related costs will be responsible for tracking related costs will be tracked for tracking during or post-
tracked pre-event pre-event costs during or post-event event costs

oL

LE
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¢ Describe how just-in-time costs will be paid.

¢ |ndicate what insurance your organization carries that is relevant to continuity of operations and if
additional insurance needs to be purchased.

e Describe any plans to secure loans to cover just-in-time expenses and the expenses that these
loans will cover. Include the source of the loans and how to obtain them.

* Describe protocols in place to make sure that staff are paid during continuity operations.

—_
o

LE
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9. Multiyear Strategy and Program Management Plan

This section will help you describe your organization’s ongoing development, maintenance and annual
review of continuity capabilities. (The “Multiyear Strategy and Program Management Plan” is a separate
plan from this continuity plan document. Visit fema.gov and search continuity multiyear to download it.)

¢ Briefly describe your organization’s program management plan, including the ongoing
development, maintenance and annual review of continuity capabilities. w

—_
o

L
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10. Plan Development and Maintenance

This section helps you identify who is responsible for keeping the continuity plan document
current, how often the plan will be reviewed and updated and the coordination process to develop
and maintain the plan.

¢ Indicate the position title(s) of the staff member responsible for maintaining the organization’s
business continuity plan.

* Indicate how often the plan will be reviewed and updated, who will review it and who will
update it (include position titles).

* Briefly describe the overall coordination of plan development and maintenance
(include internal and external partners, as applicable). Describe training and exercise plans
that support the continuity plan.

List the key authorities and references on which your organization’s continuity plan is based.

SAMPLE TEXT: HRSA Public Information Notice (PIN) 2007-15

SAMPLE TEXT: Healthcare Preparedness Capabilities: National Guidance for Health System
Preparedness (ASPR). Capability 1, Function 3; and Capability 2, Function 2.

29

—_
—_



11. References

1. Health Services Los Angeles County. Business Continuity Planning Template.
http://dhs.lacounty.gov/wps/portal/dhs/!ut/p/b0/04 Sj9CPykssyOxPLMnMzOvMAfGjzOLd-
DAWM3P2dgo38PYxcDBY9TQMNAOdPTYMDPUL shOVAeCdgK8!/. Published 2016.
Accessed September 1, 2017.

2. Information Systems Audit and Control Association. Business Impact Analysis. w
https://www.isaca.org/groups/professional-english/business-continuity-disaster-recovery-plan-
ning/groupdocuments/business _impact analysis blank.doc. Accessed September 1, 2017.

3. California Hospital Association. Continuity Planning Website (multiple resources available).
http://www.calhospitalprepare.org/continuity-planning. Accessed September 1, 2017.

4. Kansas Department of Health and Environment. Continuity of Operations Plan Guidance
Document. http://www.kdheks.gov/cphp/download/Hospital COOP_Guidance Document.
doc. Accessed September 1, 2017. o

5. Southeast Texas Regional Advisory Council. Continuity of Operations Plan Template.
https://asprtracie.hhs.gov/technical-resources/resource/2007/continuity-of-opera-
tions-plan-template. Accessed September 1, 2017.

6. Federal Emergency Management Agency. Continuity of Operations—-What You Need to Know
[Video]. hitps://www.fema.gov/media-library/assets/videos/94388. Published May 9, 2012.
Accessed September 1, 2017.

7. National Association of Community Health Centers and Primary Care Development
Corporation. Creating a Business Continuity Plan for your Health Center.
https://www.rmhpcommunity.org/sites/default/files/resource/business-continuity-manual. pdf.
Accessed September 1, 2017.

8. Federal Emergency Management Agency. Continuity Guidance Circular 1: Continuity Guid-
ance for Non-Federal Entities (States, Territories, Tribal, and Local Government Jurisdictions
and Private Sector Organizations). https://www.fema.gov/pdf/about/org/ncp/cont guid-
ancel.pdf. Published January 21, 2009. Accessed September 1, 2017. ©

9. Federal Emergency Management Agency. Continuity Guidance Circular 2: Continuity
Guidance for Non-Federal Governments: Mission Essential Functions Identification Process
(State, Territories, Tribes, and Local Government Jurisdictions). https://www.fema.gov/me-
dia-library-data/1386609058826-b084a7230663249ab1d6da4b6472e691/Continuity-Guid-
ance-Circular?.pdf. Published October 2013. Accessed September 1, 2017.

—_
o

30




10.

11

12.

13.

14.

15.

16.

17.

18.

Federal Emergency Management Agency. Continuity Plan Template and Instructions for
Non- Federal Governments. http://www.fema.gov/media-library-data/1389194640607 -
1a5f9a6d6557846f6e5924eea089f798/Non%20Federal%20Continuity%20Plan%20
Template%20and%20Instructions.pdf. Published September 2013. Accessed September
1,2017.

. Assistant Secretary for Preparedness and Response. Hospital Preparedness Program.

Healthcare COOP and Recovery Planning: Concepts, Principles, Templates, and
Resources. http://www.phe.gov/Preparedness/planning/hpp/reports/Documents/hc-
coop2-recovery.pdf. Published January 2015. Accessed September 1, 2017.

Assistant Secretary for Preparedness and Response. Hospital Preparedness Program.
National Guidance for Healthcare System Preparedness. http://www.phe.gov/
preparedness/planning/hpp/reports/documents/capabilities.pdf. Published January 2012.
Accessed September 1, 2017.

HIPAATraining.net. Small Business HIPAA Security Contingency Plan Template. http://www.
hipaatraining.net/hipaa-compliance/hipaa-business-continuity-disaster-plan.htm. Accessed
September 1, 2017.

U.S. Department of Health and Human Services. Emergency Management Program
Expectations. http://bphc.hrsa.gov/about/pdf/pin200715.pdf. Published August 22, 2007.
Accessed September 1, 2017.

International Organization for Standardization. Societal Security: Business Continuity
Management Systems — Requirements (available for purchase). http://www.iso.org/iso/
home/store/catalogue tc/catalogue detail.htm?csnumber=50038. Accessed September 1,
2017.

The Joint Commission. Emergency Management, and Environment of Care Standards for
Ambulatory Programs (available for purchase). http://www.jointcommission.org/standards
information/edition.aspx. Accessed September 1, 2017.

New York State Department of Health Metropolitan Area Regional Office Business
Continuity Planning training slides. Available upon request from PCEPN.

National Fire Protection Association. Standard on Disaster/Emergency Management and
Business Continuity/Continuity of Operations Programs. http://www.nfpa.org/codes-and-
standards/all-codes-and-standards/list-of-codes-and-standards/detail?code=1600.
Accessed September 1, 2017.

31

—_
o




19. Primary Care Center Business Continuity Planning Template (PCEPN). Available upon
request from PCEPN.

20. New York City Emergency Management. Ready New York for Business.
http://www.nyc.gov/html/oem/downloads/pdf/Business Guide Final.pdf. Accessed ~
September 1, 2017.

21. New York City Health and Hospitals. A Stronger, More Resilient New York, Chapter 8:
Healthcare. http://www.nyc.gov/html/sirr/downloads/pdf/final report/Ch 8 Healthcare
FINAL singles.pdf. Accessed September 1, 2017.

—_
o

32




	Text Field 415: 
	Text Field 416: 
	Text Field 417: 
	Text Field 205: 
	Text Field 206: 
	Text Field 207: 
	Text Field 208: 
	Text Field 2010: 
	Text Field 209: 
	Text Field 210: 
	Text Field 212: 
	Text Field 211: 
	Text Field 213: 
	Text Field 217: 
	Text Field 221: 
	Text Field 214: 
	Text Field 218: 
	Text Field 222: 
	Text Field 215: 
	Text Field 219: 
	Text Field 223: 
	Text Field 216: 
	Text Field 220: 
	Text Field 224: 
	Text Field 225: 
	Text Field 226: 
	Text Field 227: 
	Text Field 228: 
	Text Field 229: 
	Text Field 230: 
	Text Field 231: 
	Text Field 237: 
	Text Field 232: 
	Text Field 238: 
	Text Field 233: 
	Text Field 239: 
	Text Field 234: 
	Text Field 240: 
	Text Field 235: 
	Text Field 241: 
	Text Field 236: 
	Text Field 242: 
	Text Field 243: 
	Text Field 244: 
	Text Field 245: 
	Text Field 246: 
	Text Field 410: 
	Text Field 411: 
	Text Field 412: 
	Text Field 413: 
	Text Field 414: 
	Text Field 418: 
	Text Field 419: 
	Text Field 420: 
	Text Field 421: 
	Text Field 422: 
	Text Field 285: 
	Text Field 292: 
	Text Field 297: 
	Text Field 302: 
	Text Field 3037: 
	Text Field 307: 
	Text Field 3038: 
	Text Field 3012: 
	Text Field 3039: 
	Text Field 3017: 
	Text Field 3040: 
	Text Field 3022: 
	Text Field 3041: 
	Text Field 3027: 
	Text Field 3042: 
	Text Field 3032: 
	Text Field 3043: 
	Text Field 3072: 
	Text Field 288: 
	Text Field 293: 
	Text Field 298: 
	Text Field 303: 
	Text Field 3044: 
	Text Field 308: 
	Text Field 3045: 
	Text Field 3013: 
	Text Field 3046: 
	Text Field 3018: 
	Text Field 3047: 
	Text Field 3023: 
	Text Field 3048: 
	Text Field 3028: 
	Text Field 3049: 
	Text Field 3033: 
	Text Field 3050: 
	Text Field 3073: 
	Text Field 289: 
	Text Field 294: 
	Text Field 299: 
	Text Field 304: 
	Text Field 3051: 
	Text Field 309: 
	Text Field 3052: 
	Text Field 3014: 
	Text Field 3053: 
	Text Field 3019: 
	Text Field 3054: 
	Text Field 3024: 
	Text Field 3055: 
	Text Field 3029: 
	Text Field 3056: 
	Text Field 3034: 
	Text Field 3057: 
	Text Field 3074: 
	Text Field 290: 
	Text Field 295: 
	Text Field 300: 
	Text Field 305: 
	Text Field 3058: 
	Text Field 3010: 
	Text Field 3059: 
	Text Field 3015: 
	Text Field 3060: 
	Text Field 3020: 
	Text Field 3061: 
	Text Field 3025: 
	Text Field 3062: 
	Text Field 3030: 
	Text Field 3063: 
	Text Field 3035: 
	Text Field 3064: 
	Text Field 3075: 
	Text Field 291: 
	Text Field 296: 
	Text Field 301: 
	Text Field 306: 
	Text Field 3065: 
	Text Field 3011: 
	Text Field 3066: 
	Text Field 3016: 
	Text Field 3067: 
	Text Field 3021: 
	Text Field 3068: 
	Text Field 3026: 
	Text Field 3069: 
	Text Field 3031: 
	Text Field 3070: 
	Text Field 3036: 
	Text Field 3071: 
	Text Field 3076: 
	Text Field 311: 
	Text Field 335: 
	Text Field 314: 
	Text Field 336: 
	Text Field 317: 
	Text Field 337: 
	Text Field 320: 
	Text Field 338: 
	Text Field 323: 
	Text Field 339: 
	Text Field 326: 
	Text Field 340: 
	Text Field 329: 
	Text Field 341: 
	Text Field 332: 
	Text Field 342: 
	Text Field 312: 
	Text Field 343: 
	Text Field 315: 
	Text Field 344: 
	Text Field 318: 
	Text Field 345: 
	Text Field 321: 
	Text Field 346: 
	Text Field 324: 
	Text Field 347: 
	Text Field 327: 
	Text Field 348: 
	Text Field 330: 
	Text Field 349: 
	Text Field 333: 
	Text Field 350: 
	Text Field 313: 
	Text Field 351: 
	Text Field 316: 
	Text Field 352: 
	Text Field 319: 
	Text Field 353: 
	Text Field 322: 
	Text Field 354: 
	Text Field 325: 
	Text Field 355: 
	Text Field 328: 
	Text Field 356: 
	Text Field 331: 
	Text Field 357: 
	Text Field 334: 
	Text Field 358: 
	Text Field 359: 
	Text Field 362: 
	Text Field 365: 
	Text Field 368: 
	Text Field 371: 
	Text Field 374: 
	Text Field 377: 
	Text Field 380: 
	Text Field 383: 
	Text Field 386: 
	Text Field 389: 
	Text Field 392: 
	Text Field 395: 
	Text Field 398: 
	Text Field 401: 
	Text Field 404: 
	Text Field 407: 
	Text Field 4010: 
	Text Field 4013: 
	Text Field 4016: 
	Text Field 4019: 
	Text Field 4022: 
	Text Field 4025: 
	Text Field 360: 
	Text Field 363: 
	Text Field 366: 
	Text Field 369: 
	Text Field 372: 
	Text Field 375: 
	Text Field 378: 
	Text Field 381: 
	Text Field 384: 
	Text Field 387: 
	Text Field 390: 
	Text Field 393: 
	Text Field 396: 
	Text Field 399: 
	Text Field 402: 
	Text Field 405: 
	Text Field 408: 
	Text Field 4011: 
	Text Field 4014: 
	Text Field 4017: 
	Text Field 4020: 
	Text Field 4023: 
	Text Field 4026: 
	Text Field 361: 
	Text Field 364: 
	Text Field 367: 
	Text Field 370: 
	Text Field 373: 
	Text Field 376: 
	Text Field 379: 
	Text Field 382: 
	Text Field 385: 
	Text Field 388: 
	Text Field 391: 
	Text Field 394: 
	Text Field 397: 
	Text Field 400: 
	Text Field 403: 
	Text Field 406: 
	Text Field 409: 
	Text Field 4012: 
	Text Field 4015: 
	Text Field 4018: 
	Text Field 4021: 
	Text Field 4024: 
	Text Field 4027: 
	Text Field 247: 
	Text Field 249: 
	Text Field 248: 
	Text Field 250: 
	Text Field 252: 
	Text Field 251: 
	Text Field 253: 
	Text Field 254: 
	Text Field 255: 
	Text Field 256: 
	Text Field 258: 
	Text Field 257: 
	Text Field 259: 
	Text Field 260: 
	Text Field 261: 
	Text Field 262: 
	Text Field 263: 
	Text Field 264: 
	Text Field 265: 
	Text Field 266: 
	Text Field 267: 
	Text Field 268: 
	Text Field 269: 
	Text Field 270: 
	Text Field 271: 
	Text Field 272: 
	Text Field 273: 
	Text Field 274: 
	Text Field 275: 
	Text Field 4028: 
	Text Field 4047: 
	Text Field 4066: 
	Text Field 4029: 
	Text Field 4048: 
	Text Field 4067: 
	Text Field 4030: 
	Text Field 4049: 
	Text Field 4068: 
	Text Field 4031: 
	Text Field 4050: 
	Text Field 4069: 
	Text Field 4032: 
	Text Field 4051: 
	Text Field 4070: 
	Text Field 4033: 
	Text Field 4052: 
	Text Field 4071: 
	Text Field 4034: 
	Text Field 4053: 
	Text Field 4072: 
	Text Field 4035: 
	Text Field 4054: 
	Text Field 4073: 
	Text Field 4036: 
	Text Field 4055: 
	Text Field 4074: 
	Text Field 4037: 
	Text Field 4056: 
	Text Field 4075: 
	Text Field 423: 
	Text Field 276: 
	Text Field 4085: 
	Text Field 40334: 
	Text Field 40335: 
	Text Field 40336: 
	Text Field 40337: 
	Text Field 40338: 
	Text Field 40339: 
	Text Field 4097: 
	Text Field 40109: 
	Text Field 4091: 
	Text Field 4098: 
	Text Field 40110: 
	Text Field 4087: 
	Text Field 4099: 
	Text Field 40111: 
	Text Field 4092: 
	Text Field 40100: 
	Text Field 401010: 
	Text Field 4088: 
	Text Field 40101: 
	Text Field 401011: 
	Text Field 4093: 
	Text Field 40102: 
	Text Field 401012: 
	Text Field 4089: 
	Text Field 40103: 
	Text Field 401013: 
	Text Field 4094: 
	Text Field 40104: 
	Text Field 401014: 
	Text Field 4090: 
	Text Field 40105: 
	Text Field 401015: 
	Text Field 4095: 
	Text Field 40106: 
	Text Field 401016: 
	Text Field 4086: 
	Text Field 40107: 
	Text Field 401017: 
	Text Field 4096: 
	Text Field 40108: 
	Text Field 401018: 
	Text Field 40141: 
	Text Field 40160: 
	Text Field 40179: 
	Text Field 40198: 
	Text Field 40142: 
	Text Field 40161: 
	Text Field 40180: 
	Text Field 40199: 
	Text Field 40143: 
	Text Field 40162: 
	Text Field 40181: 
	Text Field 40200: 
	Text Field 40144: 
	Text Field 40163: 
	Text Field 40182: 
	Text Field 40201: 
	Text Field 40145: 
	Text Field 40164: 
	Text Field 40183: 
	Text Field 40202: 
	Text Field 40146: 
	Text Field 40165: 
	Text Field 40184: 
	Text Field 40203: 
	Text Field 40147: 
	Text Field 40166: 
	Text Field 40185: 
	Text Field 40204: 
	Text Field 40148: 
	Text Field 40167: 
	Text Field 40186: 
	Text Field 40205: 
	Text Field 40149: 
	Text Field 40168: 
	Text Field 40187: 
	Text Field 40206: 
	Text Field 40150: 
	Text Field 40169: 
	Text Field 40188: 
	Text Field 40207: 
	Text Field 40151: 
	Text Field 40170: 
	Text Field 40189: 
	Text Field 40208: 
	Text Field 40152: 
	Text Field 40171: 
	Text Field 40190: 
	Text Field 40209: 
	Text Field 40153: 
	Text Field 40172: 
	Text Field 40191: 
	Text Field 40210: 
	Text Field 40154: 
	Text Field 40173: 
	Text Field 40192: 
	Text Field 40211: 
	Text Field 40155: 
	Text Field 40174: 
	Text Field 40193: 
	Text Field 40212: 
	Text Field 40156: 
	Text Field 40175: 
	Text Field 40194: 
	Text Field 40213: 
	Text Field 40157: 
	Text Field 40176: 
	Text Field 40195: 
	Text Field 40214: 
	Text Field 40158: 
	Text Field 40177: 
	Text Field 40196: 
	Text Field 40215: 
	Text Field 40159: 
	Text Field 40340: 
	Text Field 40178: 
	Text Field 40341: 
	Text Field 40197: 
	Text Field 40342: 
	Text Field 40216: 
	Text Field 40343: 
	Text Field 40217: 
	Text Field 40257: 
	Text Field 40222: 
	Text Field 40258: 
	Text Field 40227: 
	Text Field 40259: 
	Text Field 40232: 
	Text Field 40260: 
	Text Field 40237: 
	Text Field 40261: 
	Text Field 40242: 
	Text Field 40262: 
	Text Field 40247: 
	Text Field 40263: 
	Text Field 40252: 
	Text Field 40264: 
	Text Field 40218: 
	Text Field 40265: 
	Text Field 40223: 
	Text Field 40266: 
	Text Field 40228: 
	Text Field 40267: 
	Text Field 40233: 
	Text Field 40268: 
	Text Field 40238: 
	Text Field 40269: 
	Text Field 40243: 
	Text Field 40270: 
	Text Field 40248: 
	Text Field 40271: 
	Text Field 40253: 
	Text Field 40272: 
	Text Field 40219: 
	Text Field 40273: 
	Text Field 40224: 
	Text Field 40274: 
	Text Field 40229: 
	Text Field 40275: 
	Text Field 40234: 
	Text Field 40276: 
	Text Field 40239: 
	Text Field 40277: 
	Text Field 40244: 
	Text Field 40278: 
	Text Field 40249: 
	Text Field 40279: 
	Text Field 40254: 
	Text Field 40280: 
	Text Field 40220: 
	Text Field 40281: 
	Text Field 40225: 
	Text Field 40282: 
	Text Field 40230: 
	Text Field 40283: 
	Text Field 40235: 
	Text Field 40284: 
	Text Field 40240: 
	Text Field 40285: 
	Text Field 40245: 
	Text Field 40286: 
	Text Field 40250: 
	Text Field 40287: 
	Text Field 40255: 
	Text Field 40288: 
	Text Field 40221: 
	Text Field 40226: 
	Text Field 40231: 
	Text Field 40236: 
	Text Field 40241: 
	Text Field 40246: 
	Text Field 40251: 
	Text Field 40256: 
	Text Field 40289: 
	Text Field 40314: 
	Text Field 40319: 
	Text Field 40324: 
	Text Field 40329: 
	Text Field 40294: 
	Text Field 40312: 
	Text Field 40313: 
	Text Field 40300: 
	Text Field 403012: 
	Text Field 403016: 
	Text Field 40306: 
	Text Field 403013: 
	Text Field 403017: 
	Text Field 403010: 
	Text Field 403014: 
	Text Field 403018: 
	Text Field 403011: 
	Text Field 403015: 
	Text Field 403019: 
	Text Field 40290: 
	Text Field 40315: 
	Text Field 40320: 
	Text Field 40325: 
	Text Field 40330: 
	Text Field 40291: 
	Text Field 40316: 
	Text Field 40321: 
	Text Field 40326: 
	Text Field 40331: 
	Text Field 40292: 
	Text Field 40317: 
	Text Field 40322: 
	Text Field 40327: 
	Text Field 40332: 
	Text Field 40293: 
	Text Field 40318: 
	Text Field 40323: 
	Text Field 40328: 
	Text Field 40333: 
	Text Field 40295: 
	Text Field 40296: 
	Text Field 40297: 
	Text Field 40298: 
	Text Field 40299: 
	Text Field 40301: 
	Text Field 40302: 
	Text Field 40303: 
	Text Field 40304: 
	Text Field 40305: 
	Text Field 40307: 
	Text Field 40308: 
	Text Field 40309: 
	Text Field 40310: 
	Text Field 40311: 
	Text Field 277: 
	Text Field 278: 
	Text Field 279: 
	Text Field 280: 
	Text Field 281: 
	Text Field 282: 
	Text Field 283: 
	Text Field 284: 
	Text Field 424: 
	Text Field 427: 
	Text Field 428: 
	Text Field 425: 
	Text Field 426: 


