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rj.r ,;;;-:J e-Ldl 6LUl )l,!rJL.,hr'Yl *-G uJt $!, .,Jl ,j,ijyl
(Y) ...;l,uU
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.d,i

-c/ 
i,tfYl v.# ,tJ-!Lt -{++.:ilP,Yl ri! :il"Ulll3'.'1r:'l(+

Tt

104
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r.n, llli irL.Jl ob-J"Jl .ihrl r3,^ill e geile *l'; u;tt
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,F aF dilt . *tjt |l aLg1,.pect=l*i ,rlrl lzJ o:tl".;l ,lsl
JbJt AJI*jr,r)l ry.2b ij oyLarl . L*l / 414 iS,3Jl vi,jbJ.ol...L,i ot[b P e,:,!.,L;- tl q.;te .Jne:aJ."ll otc,L+yl
;-. , le'YLa,.Yl fir, . ajLi: Ct elJj _J.c,rlfal ;ls Jt,z.Ll, ,J.*Jl

: Wl ,j-r.ir)l
{b JS4l,Lt;ll ;i o_i.r CtoyLa,-yt or: :i+.lJlcrfl4rll.i
. @.u t*till &u j , : .,i-ttuqrl + &JJ urJl dlL_ dl

: qgJtelletfyl J.l ;;L- ri l..iJiIVL-,_VL

Upward Vertical Com- : ir- La-il 1_ 
= 

-lJl,svt a.rIl. t
aF- rl-jUl 4t Jl-by y a_* sll&,lr:miunicatioris
C ."Li# rr.; ri iJtll rjr .j al yt sl-cyl,-#)l r)lu;rLD,,)LL, &,
u,,ill, $ut,,, iJ"Jt r.*Lb d+!t flb cwbqr-:L:fl drr-Jt
er oYLuYl it 6., elel. Jt i.lt Jt -,-vt L-;r f,kJ JWl,iJ;r tr
,+/1,' fr k f">lrl e ;l,-.,r, . |..;.rlli ol.rt r- yl 

e.r&J rl L.g,Jl i?iel,
. o-,ti i 6iJl jpyl 6Jtu, 

'1cL,J,i1 gr.ljl ;,.
Downward Verfical Commu- Ze tpl e+..U I €,y t ryl. y
,,ljl1 ,:;l--!tc ya jJ*i1 ,n,ir, Jl ,*)l V Oisl! nication

. J..Jt+,rt , ol+:..r1

"ti crY La.,-l I z:".b fF iL4t-a j ,';-cl.a i-r.i.rl t ol t-rVt,utsi . ln,
. i*hil * rl *,jS.. 2liJJi,r, bjSJ

,rry : Horizontal Communication i;jyl eylar-yl.r'l
.a:;lrYl *r:":,.11 @ v 4';!r- ag,itL-i,rf..-.Jl c,,yLa;yl

L4?,



If,jYL UUL 6rJ,..:'l-l oL'r:'all ' l,r' r'g 'rlLa1l tb 's'Gt

it . Ct * e A ofi:':.,'=.,l11 f-,1'i-&..l+ 1t 
*'

aiili.ryLg'rl,rb iJLYf rri i,' t{ ia'b: at'JJ,l aiSt

Jl ir.r.o.r irLr, J, rl P L*P ul/ at+JJl u& 's-'**t
u-c 41",i. .p- Jrr+ J.rJ 2i ';'."r-t 3l-4 .1|l lu--t

trt ,L-rfr;t Jlrl .iPIl iitJa;+Ul deuEi'11 ;{JluJSr

,U'rrr.. 1a-gl lpzli6 ' C-4Jl .;t'tr L*tlU'iiil' kJ

q e,.,lF WlJ*l p-L;,h :l,rltb oF- i,'ta L+Jt J+<'t''

rl ( ,rl,ao;ull .j)bi I v r4l,rb ) sitirJl rl v'1"11 .r-t;.J,)

arft a| e.*; I a+: rr-rbYl'cr:Jl3l*riaEJl f)l 'a* iP

,* ;l;(!i sj U i.r-l: L+ L' La'e[ r;'r"'e 4'"';bt"
. ,:aul ,.b tr.l;'s Cl ollriJt

bt, li.U.,g.;lrYl d.#l rr;;d,.. qJ..tJl ti!'t otlz;t I t 
jr a-J-1'1

L.r.rrl ,Slibsr iag Jr,-,t.9t ir!' cll'L; ' r..,ui c.,Yl"a';'tl 6$: u> o-,|*l

. 1+rlLar &S{ t'!t'l}i &;rt v *l

, JtCt ur ,;,,,.v4'-L't'; 'Yy'!lJ';'j

y- +, :..btl I i ;trll cr r'-'r..Jt ;l+t J l,riiY t JL"4'-Y I r'e rii

i,, Jr-JrJl b *,b:. i+?k'Il ia=e':1 i;k;Jl olh1l aa 
"t-'Jrjt{

Jl U, . ,liifq io)*Jl 6-1i rlill .9'rJ 
"-r"'ll 

g'Jl y': tr o)l(:'tl

otlDl-J I r4li .9- th'J I cr;.-'ll o't;'r"e ot'3JJ I J rt4 ei i4tjl I #l+
( r I ) 6i.EJl L1;JIcl)t->l ;p JfL- k i.Jl+|, :lil-ull

pl,Jl s! lulj i..'"Jl o'JLa'-Ita,il*{ L3i g*il 
.v 

u*)Jt

JIUSYlo f)
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Ylo irJ6'jJl
;,- ,ll .:YLa.,'Yl

,gltaial
.LAl

,:,lrJrll 6t ;11i-.,.,J1c,vLa,-yl j lusljt ,_aljtl a1.yl pl6a3
ijti ,* tt--# +.z,.1u,1.i,LJt iiL, f+ i_;l \Jt6 a ilj.tll
rjr gJt-' gl iL&L, F+l ,!Dil, , LJI*JI U-bJr zit,c.ll, r . ill .rKiyl

. 1t(rYlJrt iJ,.d;,r3 itrLa ._rt^&il

(Informal Communications, 
r - ./l:ri€,ILdJyl:1;U

oidroYLa;Yl rrll',.,.r;, y'l ,jolLa;yl :or Grapevine)
il oe;.fyibr. W. Jl , gr,ill#|.,f, 

4,;br, itu.lJ_ .{_,, r,i JS_f,l
iiLuJl olfJ-.f ,'t...aj*rJl .:bll_Jl,gyLay I, jj 

fS,_J r, -6fl1 pt&
. lr,.rt.s rJl.rJl2 ur.2ill
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s"+b 16l-n o.a:i'.rl-,. 'F uli
i-..-,., etr).c u..;r- Y 6aitl q.i9iJl

iLl,, 2l ..-Jvt'\v # 
.JrrLJl 0, clJi J=+ rl &iL'l

,l $r i,)lt iq,,,')l r:LoYl;ll E'* 4 L I o f) fj#r, ."
Lto i)Jt-ilt

:or-Jl r=a oll.a,tl

,;r,,.bLLl(Jl u,. 'i- i;ll /'-'.-J' 'll -Y".Yn ol

,oSJl . c.,'JL-lYl 'riLr ,-p a,,o' u:Jl ..'iJtl I't'Jl 'i:]lJl '/ P

,jlt cr 1.o;z lr oteL:Y[ +'Si * ':'tt=tl i*lJt''! 9ufll u'.

l
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Sl ir..:J\ 7 t - re:; Za.,jl o;oyLa,.yU, .611il1 grr! C,.r.rb
dVL", 4l J*jtl ;r.ctr- utl,ry'.a,-yl.;6.<,- t J-fu ri u4r, b,rt

,)4 , ll4a3 Jrla:rr :, ,Jlro" oylall l4r y 3l ; i.ll i;fi ,L ,_a2

6i4 lU . !l,ld kD4:-q f.rir O b t,Jil, -ti.j,S t41 clr,- 6l I t.l.c
Jt $btll ,)ti yt t ul,q Ld ,;$l u] ctt rLll ;.-, <-t ; a ,all
,* '+, o,ygJ-i r.Jl a'ti ,,ui .JriJl 1 ,le .t;rj ,lejlpl q;.ei!l ,:lr.oiJl
l* ,:6t. 1.-.., qa4 &i dJi Ei ri t j+r;t si jLpirl ,*ult r-a,
,,r*...JI ol,rl,/l 1i otoi;ll5 iq{l Jt+!l u:,{ Cll dil},U clJJJ rJl

. i'"-ll g+u e, Jt e* k 1ibrJ)

, d\U'/#-,Jl *.ryLa;yl,:rti.- pl ;fazf 6ft;
c,llarYl,;,.! 6r *;L- orll eU1*tU : crL &I lpd r-, rt _ I
crYLarYl .;/ i,e st'lJ qJ/l crt *Jl u ,$ i-c,r-.. J.Ur r, ll *
$b/,l Jl laal j;i, eytir,yL ol_,#l;ti I ;j ;,4,.!l 6-i , ,. ,tl
Robert D. J.1., o.rAl li+_r . t4a i--.,.)l ol2l"ill ,j7.a ]*i i-or,-.a
IrlU JtdI {r},,- VF UjS: 7r-l z , u .,ail| .eyLa.,-U 3! Ross

.{vr}rr,11,

(b ri' r ullJ+tf,dl-drYlJyr0.i, jrf l ert-.rtnll,;r.a-l
,>,.ib srJl€,,UrJ-,ll b. /vo it\Keith Davis .d;1 tJ3 :clyBl
6.rUJl a& L:t (Yr) 

iisl,.aj ilir oLjL..rr ia*)l *oyL-,-yl gB
y C)l "lr: 

,:bl-rYU , ,r . >rlJ+; eyLa,-y[ oteEyl qlg rr-LIl. ,'.4- * Qlt .rL, Al 
.il in )l nL oyL-,-Il Jyi 0, JtA, Ul

d U.Jlt ral;".rYl ,rJl elrrJrll .!i!- Lrl C.- : olr &ll+rt*I_f
.\j, liS .lr-",*dl oL,..,J+Jl cb J.yol ,f +LJ 4, rl lL-$l
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jat tz;&UlLt , lya.1V 4 -tl-E)l 1.till i'' c'l4J''J 'itlirJl
Iu*r' ; rn-,. ull pb{l ;)t-ta"')lorLa;'J|DE d'' oL.rJJt

*i*'liul ,pa'ili* *'s''t*Yf d#'
itt J nirl irl"-; 'r!ur aJ., al5 ' Jii:'Jl ll 

"JUJL 

ot-rl''ll
-fp-'artt 

rri ,ru3l rjr -;t''il )'at-vt"o' ' zs$l O 6'- 'l *':t
dJl .ibJtl Jl t{'J-, Jr}14

c,'Jl-ailU r i1gJl.:ltLct'tlU' l1lJji:f bt'J dlg:,rr- t
jru*tr*;li 3$lel.-l g,b. ii'rtPtu$- .ri ' i44)l *

rF JU-"q '6,Jl yfttr:'U:'l '
.-*^r- Y ,;eZ*;";uQl ")l
1*-, t;l."t rt U o(.c-;.i2j/ll i;.i(u

,,*ri ,91, ;U itDil..-)l ,i oll"''Jl :!-h i';1.it;l oV'l{l 
':';t2

c,, t Jr.ot r.r; 3l lol,J I i;lill g.'iy' i++i;':'u:-t fl-Ji''.rte /-Jf l til

' islJt,,t; Jt

r+,:rltrfl E{J.bo4'1J:lL:'t'rJJl6JJJi{L'tulrJ'c- 
0

Lbrp jsl't*-.)l .r,-a oL.'E:Jl f '4Jl..rt'tJ'Jl Ol r*r.+ ' 
i*,,ll

eJ;dt',/leLrJrlu ' z+"')lol'$r:ll0e 'f uJl"lJ.,- i,t -iJJ

J,ir, e ;*vSt4 ul, 6;at 1 t*i-...-',Jl c'rLa';Yl

tai;t; r.-u.t-'t Jii-t!--)l rj':'lt-al'il A) i* iU 'Ptolr'#l
Jr rn ia- Jii, -t3-.,Jl J+c't'*r:Jl ; ;Jf':tf t :'"<'t I'rt-i:! i'r+u

jr) * ,t alJ'br' r41or^r I fi 2l CbtiJti:"! ia+,; oLilJl

';C" 
",*' 

o *- Jur;lq'ibr' 
"';:;;i?,

,:.7 i.&ll i;bY i..1.. rgr; '+*')l *olLo'-It ill UJ A#' ti{t' tr

;L
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Communication Skilts +JLa;y, Cr,Jkf ,

UL4rtl ,:btall i,Url *"t r., JL*i ;S.3o JU-,.V1 rJ.-+ 
lLiJl Al

c,l.rtdl p'tr . t""l , : ri Jt-o;yl ;J . CHtg, o-*;i yt qJ ,Jl,
',* \jJturULa,-),|

V vo .. - tt i ;.1 r5ill 9.roll . 6_ ; lJl . p€d ing.r. LI.t I i2la - |
rl$Yl o, ,. +Jl.rKiylj+1.i sl, iJJiJl #i e, .rf lca.rt53l ;,. ,i; S
r..a Jt<j'Yl 0. Qt L-,.ott il;l A.blqnt,',i!l;Ul3ll .;5,4153 .LJjUJl

J'&l 4V*t t&- dl ,*l={l .6r_.1tiJlst V . L*}\il.c!t
. u..t('l Je #AJ i. -;.tJl ols,t g:12 oy[f 3LrJl,;lJq y ;,[ ..11r!l

L,k-,..,11 g+*{ q{l ,r;till gl : Wiitingiatr$li.1ta,.-,,r,
itl* tilt u1*t Lotvl,LL irt<lt ,jr,, u uJtiil Jl i..aii ta
.l*l*:Jl il,,la w,iKJl j.o 

"a,- 
Uf 't:a1all j teliill {. tA;i i1i g14

JL.:rYl q.r.iilu ++t qr-KJl i,l . Ul,arYl irUl.llji.i'[ .6 u *ptqi sll IJLJU ,fdl ,+51 uill G,"h:XJsiEIr.r,,J,c)l .rrtuil
. Jt ,lt ,rtt o.l dl'tJL)l ;2c k-f.fr l++1..- j dLtu- f 

t Jlrd,
gt :.,Y1 ;,-;-:,' oLa;Yl +J.-e : ListeningoLa;llir Lp-4
lir .lJi 1.-i ,.i iri . tri., Ju..:.:;tlr.r-re;,;11 |.ir- u Jl ;J*

. LLr-Yl
i.J.i ,rt bjJi e+{ lVti.ts {;s\.i'l-jtl-.K.St eil ..E ri,

. tYr) 
ur.r LqU gj(.,-,ra.:l.a,iyl

Uv'ir.r*,o oLrJ-q. .J! 1 ,r"1 EL erL"-b-:ll J*:--,- &f tdt<...t{
.er---E::Jl .i, $Ji.r bLl+.
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. fY<Jl 'tt l e4, ,?l ':#hfl 6:r -t

' f}('l 'l{$l J'{ Uct'S''JJ'a' I -r

\iJLl *ti*i*ill l{+i b l{'.#tJt$!l Jlc,'ail -L

.',Yb -b''et Jl Lii g''' Utl:tt ;;S -o

. ulJi ,/ c.tr* J+lr irl"la '- r:l -1

. rdelPl ,++ V'F i* J':.1 -V

.irjbd) 
tlduJl€'tJ$qil'l Y -r

. p,i)| ,--tisajJl ,)ta;$'l"cLt'iJq veqJl g':"1 -1

. cr,r,i Jq [' r+ilrl;]l'U'iJj -\ '

-* V ,c nl a4il)l e')' *1-b)2 24 4{l eLa.,ll 3l

rry- 0r{''b 4"l4[ a4*-'l.blj. l*ll

6b)1'*.,.0-:j ,J,siJt ,i .urll 3;1 tg''llg'i1'l-ei.l rrrS-t

L*t "lr 
rrrrc,t l(Jl fls.:-l ul' l:;JJi,r Jt "rIl 4 btl2lit ;! )'e

,rL ; j:u o'lt grri'':.f i,"iLi"tju c.,l.;$ 3t 
(Yo) t' .''

,nl *W-a-u,!tt5 'ue:t; u.J,t.ll6-'--" uifqJr'!l &v
joiE, 

Sr.r- r.;; f.Ul J#JLt r,.-Yl * *ifrl3l 'i+riLr irJ-
.Jt aVt;

* f,,-;1t ,r.r-:ll * t;n;-: Conversationrirhlli;tg-r

'* ,.^ rgril e-b, Jl niiac.-.Jll'!;-! irlr &-'url 'Lril gr'aJl f'*'
gl-JJJI .fr-.,--t4 rr, 3l d' o;*l tJ ' n-L!l tr'Jt{ 'iJ':' 

Y

,.l)U i,r& .r:-' $r,iJYl3 ntll Ol;P 6tt'' 71 4;19 't oL*LLaltl

.u,Ill Y 6'14i"\'>tt

. $ll1z| ,PJ ir.r"'tl jl e'l'y'|'tc a<-i -f
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,63'y.rr, g-.r.a:+ Eiletl ,sLkfl cIJ; rirtsJl el2lg I e:r.,.t
,i i.s,l ir.L e+.r UL.:- EE f-.r.::Jl li., "1r,, Presentation l*Jl
,J t q;.+z is.r*e glii ir'- Fraiser P. Seitel Ciiet . i4.ift

(Y1) . lLi 4JiJ e-,. rrb,p-rJllb ir. od.dl

t ,L\S +.i 6l Jq:rYl rlr..l i; : Get Otganized dtJ: F&:{ fi -!
. r {.uotJJutit

. alotae,ir..et : Get to the Point;t.. .|(-!{ t-rJt o, di' -Y
. ,+-r.iJl l.L gr ,s4)l eJ+,l * t :c-.u'61 JrU tiU

JS-\;i .)l g,ze i,.. J|.i:jvlJjlJ Y ' Be Logical lgl;.;S -v
. Jtuyt fit $t Gb:.rb.li dl,:l a.!d al ir*r..fub

,/uFi.,i.Li gz7;l t,Write it Down ;JHl 
t 

* Yr ?til - L
. rrt-)l ,$l;-9i)

'1or*;,- 
Anticipate the Negatives olull;all2 ol",&Jl gr; -o

. )t^zll

;,, $-ll fr Sl #*|1U Speak, Don't read Li, yr /Sr -1
. 1+ *-]l.i g ulL;i 6L:..bYl Jl jr4 .)I$l l.a1 ot rt.ll-l

,r:.. cr!r",:r C;.,aaJJ.u: Be UnderstandableLt<;rt1'*b,f -Y
.q.Ald-$'.

a4.r;,- a-'r Jrt- , Use Graphics Wisely Jt.r-g Ul;ttdill -A
, i-'-t V U+ ,iJ.j(Jl ol rtJq Jrljtl r.b.;i.'.a aU 

y #t, !trj
.lr#t-

errt )ti,, r r ;'tl lj<J L,.*a:r o(, p tit' Be Convincing t :z i,5 -r
.,Lful <ji'lii-r't-.il..6 . l/l,ti L& 6l y.aVl i*.:i v

)s 2lra-,11 ir. Hl Lr3 ' Stop! A Short aii:ic ai{ Lit, -t .

i51



-;r-'ili 1*.''r'li"{) ,)s i*-!ti JE; 
'91 

*t'siul2irfl
' tsJir'l Ul*r 6rt Lb

JL.aiJl cltrJra

.i, Y o.1 i1fl , oi5,y ,f ,t f*:Jlo'iLa;'Jl vW dJt'tt

';-r;;i*-, v nlri*--v"*'' # '#u 'iJl-j c'tr"airl

[-;,t,, *r'Uf o",'rLi, ul''l& cLUl j 
-]f; ;f[l

;r 'f+r-'ll;; o':JUJI1i 6r-irtriJElt-,r lll'2- jl6t3
al+ David w- wragg iir-gt''l'iJl JL.ol ;b l*rtji'J i'rs?

(YY) . f{iJl 
,r-rot,,vil ,Li:il Jl --r++lJ+o'Jt-i'Jl {)' UUL;

, utt{ Jt-rlloti.;*r Pl :l:r-l L;ft-r

'rj: Jl ErriJl Ot'-'. rl+:l I'::il A.o' : $tL DI l' l&i'l li.l|t8 - \

J,]i',i, , Ur, o:l iJuJ! s'p' 'lu &il o'{,l'',*' t v Lu*t

i,,,rt,rur rib Pl*l"u*Jrjl ub345' "*ff }ffi
.r1r o, listlz r-;Jl f*ut-r ril:rl P' nHl y.,l- J5'*J'

Jt 6t,$t is qo a $ r;rt'';'u'''-"'''*. .1 11 

i!-J'J I c,t'JJ I

,Lirj]lr. ut*rlr* r;Jrir- u,y 'io'*o-'Y'' 
tir-r ' ot'rl'll

l{J;kp-,'.:t.rt . n usru-U;t"*., tLrt ot1+"r d-'y'l"ft

,-fp rsrJl orrjLfle 
'' 

''Ot^g';,-]' 
tidt+-U; ' 6-lr

,"1tl\4,r;,r s or'rlJl 'jl '/; '\'{'lJi n *': .j^:J 4
.tril ;r:tt-rU:;l 

L' kr J.;tl 'U';l 
t*iy'l ''ll'lu,';'l

L\Z
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*tu-t W.r.q f& djltJL:.&J|Jt iltlL.gi J*)l fe ,a
clJi i tai Y e:Jl d,iYlJt(iyl uL+, r;* W*y ,y , at t- , L,,i

. {t-.'JjY,ll
o*, lrr'y U r ultlr"f lar Il d-r:l lc,trlalrl b iiFl lf l$I l - y

,jJv J.ii 'L4L-.'il firl* .b1rL:cl .iL;.e J*., oUlsi.ll .ra b,.;4- ttt
r.i !4 Lt 

=-": 
+2iJ Jt"+ -i4.,y. l2rt I i- I 6,,r i I .,+L Lq.b I cUUr

JS.4 rrfil,.ibrll ;;,4 -;.iJL., r9l rn_ J_ll U.. J.+z V , +.,. \lJlj, U , ui I ,.tg,r qjJl .l-Jil1$fl Ji.Ert Ji1:-*. d_t+t'*l oF ,jag , &j!l uai Lti)l J*J\iJt-)lyr..r.r-13 Jr., ,kts;$I t .rrqt:r-I6pLU.iliru_, ib/l tir iJt4.)l..-JJl
. aL-! 7\bl $' J.4 ;i,jbr, ry -dL)l fi Fl

a4i: 4r.Li:-ll d,.ai n E*;JI otc$.1)lJ i.ulj iro ., cljta_r
.L1)L21*.0, J..j I bUe l.5 t6,trg_lprr otrJJl

I 
ol rJ I L;l.rYl oL-.rl-l I c.r'r gir .-i,r.... ,.r lJ3 : .. r J lr.a.._c -?

6. ll tJiqJL..,'Y| U.*{ {Alt&-f r-1i/:lfal 1u-..a;S,-

.4t.tjll-ntg

J.t ;,.',.1l-)l ,s p y rii d.pl dr j JL4.ryl iLe s.i Al-r
* it)l ;i flct d[i!r,il!,.f"{ dlrir &JldDrf l bLrr tJ J, ., r1r.g1

. iJLJl,-,t .:-y jl$l
iibyE ot lrr.Y! oLloll g.:4 ,to,1 ir. I -,L;cJli*.*-L
t-a.. tt;Sil S, LS 1 tr4l aLe qoettlt,:,l.lLJl *-ti 7* dl

. q,+h l crjJl C,o \tS d,ji$)l fti
db_t ii t i.Uul crtLa,,-Ylt".A;1o1;L ir rL,.rJl e.)Lll ,ll "
( r l ) .rILarll ufu-ri,- )l,g ga ':llr-]tl 1 l ol1..)L-J l +.rJ 1-r, l:rVt
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Jl rtr1s c,l.-bll .P. €L.2bYleL3**tl 't5 aF ctli Jl zitalq

' t'j'ls$&rjtlJl,;alUI oYLarYl 
"a'*l

,y' rliYl',iJ5J. A+.! tl+Jl4''1lf''Jl'rLcrlrlsJ'ILJ)L+l- o

=n 
-;,e}J, utt+t-t-I ri u,,tiJl if $s'gr*l,l rllra;lt'?1'"'tl frl'"t
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