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RUNNING AN ARA. 

Introduction 

The purpose of Active Retirement Ireland is to enable retired peo-

ple to enjoy a full and active life and to advocate for them. 

Active Retirement Associations (ARA) were established to ensure 

people who retired had opportunities to remain healthy and active 

through engaging with their peers within their own community. 

The main aim of local ARAs is to arrange social events, educa-

tional options and activities which encourage and support retired 

people to remain as active participants within their group and 

community.  

Many ARA members are also involved in other organisations lo-

cally, providing much needed volunteers in a variety of activities.  

 

ARA Committee 

To enable local ARAs to run smoothly and effectively, members 

elect a Committee to organise events on their behalf. This booklet 

outlines the various roles associated with these committees. This 

Booklet is part of the ongoing support that is available to each 

ARA committee through support and training from the Regional 

Committee and Regional Development Officer in conjunction with 

the Central Support Office. 

The contents of the Booklet cover the following topics: 

 

 Committee Roles 

 Role of the Chairperson 

 Agenda items 



 Role of the Vice chairperson 

 Role of the Secretary  

 Role of the Treasurer 

 Role of the P.R.O. 

 Role of sub Committees. 

 

Attached as Appendices are 

 Sample Constitution 

 Information on the Charities Act 

 Sample Affiliation Form 



COMMITTEE ROLES 

Roles of Committee  
 Chairperson 
 Vice-Chairperson 
 Secretary 
 Treasurer 
 Public Relations Officer 

 
The Chairperson 
The Chairperson has a particular role in ensuring that everybody 

is encouraged and supported to participate.  
Chair in a way that encourages participation of all committee 

members, particularly newer members 
The Chairperson should be able to conduct meetings with impar-

tiality and in a pleasant and tactful way. 
Likewise, he/she should be able to think objectively and hear all 

opinions. 
The Chair should also be able to arrange delegation so that as 

many members as possible are involved and gain vital experi-
ence for the future. 

A Chairperson may act as spokesperson or representative for the 
ARA, with the prior agreement of the members. As they are rep-
resenting the views of the ARA and not speaking as an individ-
ual, it is important that the Chair hears the differing views of 
the Committee members and seeks agreement for any public 
statement. 

A Chairperson must be thoroughly familiar with the matters of 
procedure and the rules of the ARA/Regional Committee. 

 
 
 
 
 
 
 



Before the meeting 
The Chairperson will: 
Consult and work with the Secretary to ensure that:- 
Suitable premises and facilities have been arranged for the meet-

ing.  
The agenda is prepared. 
Anyone who is to report to the meeting is aware of the fact. 
Be familiar with issues that are likely to be discussed. 
Likewise, look over all the actions taken in previous meetings and 

be familiar with these. 
 
 
At the Meeting 
Arrive in good time before the meeting and start on time. 
Ensure there is quorum present according to the rules, without a 

quorum no decisions can be taken. 
Clearly and distinctly declare the meeting open. Receive apologies 

from those who are absent and sign the minutes of the last 
meeting. 

Only If necessary, sum up clearly and concisely the points mem-
bers are making for and against a motion. 

When a proposal has been voted upon, ensure that the secretary 
has recorded the decision. 

 
 
Remember that above all else, the Chairperson is there to guide 
the meeting and to enable all members of the Committee to work 
harmoniously and purposefully as a team. 
 
 
 
 
 
 
 
 
 
 



TIPS FOR CHAIRPERSONS 
 
DO’s 
Work with a pleasant and friendly manner. 
Treat everyone the same way. 
Listen attentively and impartially. 
Be sensitive to the general feeling of the meeting. 
Start on time. 
End at a reasonable time 

 
DON’Ts       
 
Don’t be long-winded.  
Short succinct summaries are perfect. 
Don’t appear disinterested. 
Don’t fidget. 
 

 

 

And finally, a Chairperson really needs... 

A friendly disposition and a sense of humor! 

 
 
 
 
The Vice-Chairperson    
A Vice-Chairperson’s role is to assist the Chairperson in the exe-
cution of duties and to fill in as chair when the Chairperson is ab-
sent. 
A Vice-Chairperson should be equally as pleasant, tactful and hu-
morous as the Chairperson and should be able to think objec-
tively and act impartially. 
The Vice-Chairperson of a group should also be thoroughly famil-
iar with matters of procedure and group rules. 
 
 



The Secretary 
Like the Chairperson, the Secretary should have certain charac-
teristics: 
 Attention to detail. An orderly mind and a methodical way of 

working; 
 Recognition of the importance of dealing promptly with cor-

respondence; 
 An ability to phrase different type of correspondence suita-

bly; and to absorb information and summarise it in written 
form and at meetings. 

 
The Minutes are the official record of the meeting.  They need to 
record what was discussed, what decisions were taken and who is 
to carry out the decision.  They do not need to go into detail of 
what everybody said at the meeting but should summarise the 
discussion that took place and major differences of opinion. 
 
Secretary –General Duties 
Be responsible for the administration of the group. Keep an up-to-
date list of names, addresses and telephone numbers of all the 
group’s members. 
Keep careful, orderly records of the group’s work, including: 
Writing the Minutes in the minutes book. 
Filing all correspondence received and copies of replies sent in or-
der of date.  
Filing reports received and made. 
Compile lists of any names and addresses that may be useful to 
the group. 
Keep a record of past activities and decisions of the group and to 
keep a diary of future events. 
Prepare a report of the group’s activities for the year, to be given 
at the Annual General Meeting. 
 
 
 
 



Secretary –Before the Meeting 
 Collect together all the business of the meeting and consult 

 with the Chairperson on the order of business and on how 
 all business will be dealt with on the agenda. 

 Ensure that the notice of the meeting has been given, that a 
 suitable venue has been arranged and that copies of the 
 agenda have been prepared. Write the minutes from the last 
 meeting in the Minute Book and ensure they are available. 

 Make sure that any reports or information requested at the 
 previous meeting is available. 

 
Secretary –At the Meeting 
 Arrive in good time before the meeting, with the  
 Minute Book and all relevant correspondence and business 

 matters for  
 the meeting arranged in good order. 
 Record the names of those present and convey and record 

 the apologies of anyone absent. 
 Read the minutes of the previous meeting and get the Chair

 person’s signature. 
 Report on any action or matters arising from the minutes. 
 Read all correspondence from Central Support Office and 

 summarise all other correspondence. 
 Take notes of the meeting for the minutes. 
 
Secretary –After the Meeting 
 Prepare a draft of the minutes and consult with the Chair

 person before entering them into the Minute Book. 
 Send a notice of reminder to any person required to carry 

 out any action for the group. 
 Send all correspondence, as decided by the group, promptly 
 Keep a record of all telephone, postage and stationary  

 expenditure and present it regularly. 
 Write up the minutes and deal with all correspondence as 

 soon after the meeting as possible. 
 Keep a checklist of everything needed for the next meeting. 



 

The Agenda  
 Items on the Agenda 
 Apologies 
 Minutes 
 Matters Arising 
 Correspondence 
 Chairperson’s Report 
 Treasurer’s Report 
 Items of Main Business 
 Any Other Business 
 Date of the Next Meeting 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



The Treasurer  
 
All groups must have up-to-date records for a number of reasons. 
Groups must have the latest available information on their finan-
cial situation. 
They must be able to provide financial accountability to their 
members and to all bodies from which the ARA has received fund-
ing through Grants or fundraising activities. 
Written records of all income and expenditure must be kept. 
It is good practice to have a set of procedures for dealing with 
money, which all committee members are aware of. 
 
Duties of a Treasurer 
Present a record of the current financial state of the ARA to mem-
bers at meetings as agreed and prepare a Statement of Accounts 
at the Annual General Meeting. 
Act as one of the signatories for group cheques. 
File all receipts, monies and Statements of Accounts in order of 
date paid.  
 
The Treasurer –Fundamental Rules 
Always give receipts and retain duplicates for all money received –
however small the amount. 
All money received must be lodged in the Bank, post office or 
Credit Union lodgment slip receipted and lodgment recorded in 
Cash Book. 
All expenses, including drawings for Petty Cash, must be by 
cheque –this can then be recorded easily. 
Obtain a receipted invoice or voucher or Petty Cash document for 
all cash paid out –no matter how small the amount. 
Never make cash payments from cash received –all monies re-
ceived must be lodged and recorded; expenses must be recorded 
and paid out. 
 
 
 



Annual Statement of Accounts 
This must be submitted to members once a year at the Annual 
General Meeting. 
These accounts must be checked and found correct by a person 
other than the Treasurer, preferably a member of the group who 
does not sit on the committee. 
All account books must be available for general inspection at the 
Annual General Meeting. 
At regional level, the Accounts must be forwarded to the Central 
Support Office for presentation to the Board on a quarterly basis. 
These reports are then included in the Annual audit of Active Re-
tirement Ireland. 
 
Documentation 

 Receipt Book 
 Cheque Payments Book 
 Voucher of Petty Cash 
 Cash Book 
 Bank Lodgements' Book 
 Bank Statements 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
The Public Relations Officer 
The PRO’s duties can cover three very different, very important 
functions. 
The first is to maintain good internal communications between 
the people who are directly linked with the group, e.g. making 
contacts, attracting new members. 
The second is keeping local people up to date with the activities of 
the group, e.g. writing notices of events in local newspapers, 
hanging posters in shops etc. 
Third, the PRO should keep a wider external audience informed 
through the media –web, broadcast and print. This means main-
taining a public image of the organisation. 
 
 
The PRO –General Characteristics 
A PRO should be contactable (at agreed times) in the day-time or 
early evening, either by landline or mobile phone. 
PROs should have good language skills and the ability to commu-
nicate well through written pieces such as press releases. 
A PRO should be a good verbal communicator and should be con-
fident enough to appear as the ‘public face’ of the group on occa-
sion. 
Computer literacy is a highly desirable skill among PROs, as 
much communication takes place via e-mail. 
 



Sub Committees    
Committee members can sometimes become frustrated or anxious 
because they feel they are expected to know and do too much;  
 
When an ARA is small and just beginning, everyone on the com-
mittee can be involved in every decision.  But when the ARA be-
comes larger or more complex it is unreasonable to expect every-
one on the committee to be an expert in all aspects of the ARA 
management.  One way to get around this problem is to set up 
sub-committees to deal with specific areas of interest.  
 
Sub-committees can be permanent and cover areas of ongoing 
work such as finance, premises, outings or publicity.  They can 
also be formed to do specific short-term pieces of work and may 
be called Working Groups. These can be formed to organise 
events. 
 
Sub-committees and Working Groups can draw on the expertise 
of people who are not on the Committee.  They can also be used 
as a way of getting ARA members involved in the Committee at a 
later date. 
 
Sub-committees should have a clear Terms of Reference setting 
out what areas it covers, the decision making powers of the sub-
committee, who its members are and who it reports to and how 
often.  
 
Sub-committees are not independent of the ARA and can 
be represented on the actual ARA committee. Any mon-
ies raised through the activities of the sub-committee 
are property of the ARA and will be held in the ARA ac-
counts. Activity reports from the sub-committees should 
be presented to the ARA committee. 
 
 
 
 



 
 
 
 
 
 
 
 

Remember...    
Much of what is discussed in a Committee set-
ting should remain in the group setting. Some 
information, such as funding or other sensitive 

issues, must remain confidential. It is important 
that all Committee members are loyal to this 

confidence. The group is a social entity, people 
join to enjoy themselves.  

Always remember that each member is there to 
have fun! 
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SAMPLE DOCUMENT 

Constitution and Rules of  

………………………………………………………………………..Active Retirement Association 

As ratified at the General Meeting held on: ………………………………….…. 

Signed (1)………………………………………………………...…(Chairperson) 

Signed (2)………………………………………………………………(Secretary) 

Title and Objectives 
1. The Name of the Association shall be ……………. Active Retirement Association 

hereinafter called “the Association”. 

2. The Objectives of the Association shall be: 

a) To provide a focal point for active people, of both sexes who are retired or 

semi‐retired from paid or unpaid work, to meet and engage in educational, cul‐

tural, sporting and social activities. 

b) To promote the spirit of self‐help and independence and to encourage mem‐

bers  to use  their energy,  talents,  skills,  knowledge  and experience  to benefit 

each other and the community. 

c) To encourage a positive attitude to ageing and retirement. 

3. The Association shall be non‐party political and non‐denominational. 

Membership 
4. Membership shall be open to active retired people living in the general area 

of .......................................................................... 

5. An Annual subscription shall be decided by the annual General Meeting and 

shall be payable  in advance not  later  than………………..each year. A  receipt  for 

the subscription shall be issued as evidence of membership. 

6. The Association year for the purposes of membership and administration 

shall be from……………………to……………………… 

7. The Executive Committee shall have the power to fix charges for services  if 

necessary. 



Executive Committee 
8. There shall be an executive Committee to carry out the policy of the associa‐

tion and to provide for its administration, management and control. 

It shall  ideally consist of a Chairperson, vice Chairperson, Secretary, Treasurer 

and not less than 3 or more than 7 ordinary members. 

9. The Executive Committee shall be elected by the registered members at the 

Annual General Meeting. 

10. No Officer may hold the same office for more than three consecutive years. 

11.  The  Executive  Committee may  appoint  from  amongst  its members,  such 

other honorary Officers as  it may determine  from  time  to  time.  It  shall have 

power also to co‐opt to fill vacancies and establish sub‐committees. 

12. The Executive Committee shall meet at least once each quarter. Four mem‐

bers shall constitute a quorum for the Executive. 

13. The Executive Committee and the sub‐committees shall hold office until the 

following Annual General Meeting. 

General Meetings 
14. Not  less than 14 days notice of General Meetings, Annual or Special, shall 

be given to members. 

15.  The  Annual  Meeting  of  the  Association  shall  be  held  in  the  month  of 

………………………………………………………………………………. 

All motions, nominations and amendments must be in the hands of the Secre‐

tary not less than 7 days before the date of the Annual General Meeting. Nomi‐

nations for the Executive,  including Officers posts, shall be made  in writing by 

two current members, having received consent from the nominee. 

16. The Agenda of the Annual General Meeting shall include. 

a) Minutes of the previous A.G.M. 

b) Annual report submitted by the Secretary. 

c) Financial report submitted by the Treasurer. 

d) Election of Officers and members of the Executive Committee. 

e) Motions 

f) Any other urgent business. 

17. A Special Meeting shall be convened by the Secretary within 14 days, if di‐

rected by the Executive Committee or demanded in writing by not less than 20 



current members, who in their requisition shall state the purpose of the meet‐

ing. No other business shall be transacted at that special meeting. 

18. ………..current members shall constitute a quorum at  the General Meeting 

of the association. 

Finance 
19. The personal property of the Association shall vest in the Chairperson, Sec‐

retary and Treasurer for the time being of the Association, who shall hold such 

property in trust for the Association. 

20. The Executive shall open a Bank Account on behalf of the Association and 

all cheques drawn on the said account shall be signed by the Treasurer and also 

by the Chairperson and/or the Secretary. 

21. Correct accounts and books shall be kept showing  financial affairs and re‐

ceipts and disbursements of the Association. 

Alteration of the Constitution 

22. Alterations and additions to this Constitution may be made at any Annual 

General Meeting or at a special General Meeting, by a motion supported by at 

least two thirds of the members present and voting. 

Interpretation 

23. The Executive Committee shall, subject to the authority of a General 

Meeting, be  the authority  for  the  interpretation of  the Constitution and  shall 

have full power to decide on any matter not provided for in this Constitution. 

Affiliation 

24. By affiliating to Active Retirement Ireland (ARI) the Association, its 

Officers and Members agree to accept the constitution, rules and bylaws of ARI. 

 
 



APPENDIX 2 
 

Charities Act 2009 

The  Bill  was  signed  by  President  Mary  McAleese  on  Saturday  28th  February 

2009.  The text of the Charities Act 2009 is available to download from 

http://www.attorneygeneral.ie/eAct/2009/a609.pdf  

 This  is a very welcomed piece of  legislation  in the charities sector, as there 

has been no regulation since the foundation of the State. This Act will mean 

that  an  integrated  system  of  mandatory  registration  and  proportionate 

regulation and supervision of the charities sector will be introduced for the 

first time in Ireland.  There is also a statutory definition of what a charity is.   

The approach adopted in the Act recognises that: 

it is important to underpin civil society 

charities deserve a statutory framework  in keeping with the modern 

world at the  start of the  twenty‐first century 

regulatory requirements should be proportionate in parallel with the 

statutory framework, 

self‐regulatory  initiatives such as agreed Codes of Practice should be 

encouraged. 

Purpose of the Act 

  The purpose of the Charities Act 2009 is to enact a reform of the law relat‐

ing  to  charities  in  order  to  ensure  accountability  and  to  protect  against 

abuse of  charitable  status and  fraud.  It will also enhance public  trust and 

http://www.attorneygeneral.ie/eAct/2009/a609.pdf�


confidence  in charities and  increase transparency  in the sector.   The Chari‐

ties  Act  2009,  together  with  the  Charities  Acts  1961  and  1973,  and  the 

Street and House to House Collections Act 1962, will provide for a compos‐

ite regulatory framework for charities through a combination of new legisla‐

tive provisions and retention of existing charities  legislation with updating, 

where appropriate. 

Key aspects of the Act include 

Definition of “charitable purpose” for the first time in primary legisla‐

tion 

A  new  Charities  Regulatory  Authority  to  be  established  to  secure 

compliance  by  charities with  their  legal  obligations  and  also  to  en‐

courage better administration of charities; 

A Register of Charities on which  all  charities operating  in  the  State 

must be entered; 

Any  organisation  in  receipt  of  charitable  tax  exemptions  from  the 

Revenue Commissioners on the establishment day is to be automati‐

cally deemed  to be registered with  the Charities Regulatory Author‐

ity; 

Any unregistered organisation that acts  in a manner that would  lead 

the public to reasonably believe it is a charity , shall to be guilty of an 

offence. 

A  requirement  for  charities  to  submit annual activity  reports  to  the 

new Authority; 

Updating of the law relating to fundraising, particularly in relation to 

collections by way of direct debits and sale of ‘tokens’; 

 The establishment of a Charity Appeals Tribunal; 



 The  dissolution  of  the  Commissioners  of  Charitable  Donations  and 

Bequests  for  Ireland  (CCDB) upon establishment of  the new Author‐

ity, and the transfer at that stage of its functions to the Authority; 

 The  transfer  to  the Authority of all  jurisdictions previously vested  in 

the Attorney General by statute or common  law  in relation to chari‐

ties; 

 Provision for administrative co‐operation by the Authority with statu‐

tory  bodies  on  relevant  regulatory  and  law  enforcement  matters, 

both inside and outside the State; 

 The payment of remuneration to charity trustees for non trustee du‐

ties subject to certain conditions 

 Provisions  for  relief  from personal  liability  for charity  trustees  in  re‐

spect  of  any  losses  accruing  to  the  charity  where  the  trustee  has 

acted in good faith; 

 The establishment of consultative panels to assist the Authority in its 

work and to ensure effective consultation with stakeholders; 

 The  sale of a Mass  card, without an arrangement with  the Catholic 

Church being in place, to be an offence. 

For a comprehensive explanation of the key points contained within the Act, 

please  refer  to  the Department of Community, Equality and Gaeltacht Af‐

fairs website, which hosts a synopsis of the main features of the Act as well 

as an FAQ section: www.pobail.ie   

 

 

 

 

http://www.pobail.ie�


Implementation of the Act 

The enactment of  the Bill does not  in  itself  immediately bring  the Act  into 

force.  It is only when the Minister commences individual provisions sections 

of  the  Bill  that  charities  will  find  themselves  with  new  legal  responsibili‐

ties.   There  is a considerable body of work  to be undertaken  in preparation 

for  statutory  regulation.    Some  provisions  in  the  Act  have  already  com‐

menced;  including  regulation of  the sale of mass cards.    In a Dáil Debate  in 

May 2010, The Minister  for Community, Equality and Gaeltacht Affairs, Pat 

Carey  reported  to  the Dáil on  the progress of  the Charities Act, 2009  (Dáil 

Éireann, Debates, 11th May 2010, 455‐7).   He  indicated that he expected the 

new Charities Regulatory Authority  to  be  put  in place by  the  end of  2011. 

If you wish to be notified of any developments  in the  implementation of the 

Charities Act 2009, you can subscribe to Pobail’s mailing  list by sending your 

email address to cmacdonncha@pobail.ie. 

The Statement of Guiding Principles for Fundraising 

The Fundraising Principles are a set of overarching principles and guidelines 

for fundraising in Ireland, applying to charities that fundraise from the public. 

They were established in 2008 following a feasibility study that explored how 

the operational aspects of charitable fundraising could be regulated through 

Codes of Practice  in  Ireland.   The  Irish Charities Tax Research Group Ltd was 

charged  by  the  Department  of  Community,  Equality  and  Gaeltacht  Affairs 

with the task of developing Fundraising Principles and has conducted exten‐

sive consultation with the Charities Sector in this regard. 

By autumn 2010, an  Independent Monitoring Group will be established  to 

pro‐actively monitor the usage and adherence to the Fundraising Principles 

and  to deal with complaints made by members of  the public.   For  further 

information, please visit www.charitytaxreform.com  

mailto:cmacdonncha@pobail.ie�
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Active Retirement Ireland 
124, The Capel Building 

Mary’s Abbey 
Dublin 7 

 
01-8733836 

 
info@activeirl.ie 

 
 
© Active Retirement Ireland 2010. All rights reserved. 



<<

  /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



