
COST ACCOUNTING SYNOPSIS, 

A cost accounting synopsis provides a concise overview of the key 

principles, objectives, and methods associated with cost accounting. Cost 

accounting is a branch of accounting that focuses on the identification, 

measurement, analysis, and interpretation of costs related to production, 

services, and various business activities. The following is a brief synopsis 

highlighting the key aspects of cost accounting: 

1. Definition of Cost Accounting: Cost accounting is a systematic process of 

recording, classifying, allocating, and analyzing costs to assist management 

in decision-making, control, and performance evaluation. 

2. Objectives of Cost Accounting: 

 Cost Ascertainment: Determining the actual cost of producing 

goods or services. 

 Cost Control: Managing and controlling costs to ensure efficient 

resource utilization. 

 Profit Planning and Decision Making: Assisting in strategic 

decision-making by providing relevant cost information. 

 Performance Evaluation: Evaluating the performance of individuals, 

departments, or business units based on cost efficiency. 

3. Cost Elements: 

 Direct Costs: Costs directly attributable to a specific product or 

service (e.g., direct materials, direct labor). 

 Indirect Costs: Costs that cannot be directly traced to a particular 

product or service (e.g., overhead costs). 

4. Cost Classification: 

 Fixed Costs: Costs that remain constant regardless of the level of 

production or sales. 

 Variable Costs: Costs that vary in proportion to the level of 

production or sales. 

 Semi-Variable Costs: Costs that have both fixed and variable 

components. 

5. Methods of Costing: 

 Job Costing: Allocating costs to specific jobs or orders. 

 Process Costing: Allocating costs to homogeneous products 

produced in continuous processes. 



 Activity-Based Costing (ABC): Assigning costs based on the 

activities that drive them. 

6. Cost Control Techniques: 

 Budgeting: Setting financial goals and comparing actual 

performance against budgeted figures. 

 Standard Costing: Establishing predetermined costs and comparing 

them with actual costs. 

 Variance Analysis: Analyzing the differences between actual and 

budgeted/standard costs. 

7. Role in Decision Making: 

 Providing relevant cost information for pricing decisions, make-or-

buy decisions, product discontinuation, and other strategic choices. 

8. Importance in Management: 

 Assisting management in formulating policies, planning, and 

controlling operations for effective business performance. 

In summary, cost accounting plays a crucial role in helping organizations 

manage and control costs, make informed decisions, and achieve financial 

objectives. It provides valuable insights for both short-term operational 

decisions and long-term strategic planning. 

A cost control synopsis provides a brief overview of the fundamental 

principles and techniques associated with cost control in business 

management. Cost control is an essential aspect of financial management 

that involves monitoring, regulating, and minimizing costs to ensure 

efficient resource utilization and optimal financial performance. Below is a 

concise summary of key points related to cost control: 

1. Definition of Cost Control: 

 Cost control is a management process that focuses on regulating 

and managing expenses to prevent unnecessary or excessive 

spending, thereby ensuring that actual costs align with budgeted or 

targeted costs. 

2. Objectives of Cost Control: 

 Efficient Resource Utilization: Ensuring that resources such as 

materials, labor, and overhead are used effectively. 

 Budget Compliance: Adhering to budgeted cost levels and avoiding 

cost overruns. 



 Enhancing Profitability: Maximizing profits by minimizing costs 

while maintaining product or service quality. 

3. Key Principles of Cost Control: 

 Continuous Monitoring: Regularly tracking and analyzing costs to 

identify variances and deviations. 

 Flexibility: Adjusting cost control measures in response to changes 

in business conditions, market dynamics, or internal factors. 

 Cost Reduction without Compromising Quality: Seeking ways to 

reduce costs without negatively impacting product or service quality. 

4. Cost Control Techniques: 

 Budgeting: Establishing financial plans that serve as benchmarks for 

controlling and evaluating costs. 

 Variance Analysis: Comparing actual costs with budgeted costs to 

identify differences and take corrective actions. 

 Standard Costing: Setting predetermined cost standards and 

comparing them with actual costs. 

 Cost-Volume-Profit (CVP) Analysis: Evaluating the relationship 

between costs, sales volume, and profits to make informed decisions. 

5. Cost Control in Different Business Areas: 

 Production Cost Control: Managing costs related to raw materials, 

labor, and manufacturing processes. 

 Administrative Cost Control: Regulating overhead costs associated 

with administrative functions. 

 Sales and Marketing Cost Control: Monitoring costs related to 

advertising, promotion, and sales activities. 

6. Benefits of Effective Cost Control: 

 Profit Maximization: Controlling costs contributes to increased 

profitability. 

 Competitive Advantage: Lower costs can lead to competitive 

pricing and market advantage. 

 Financial Stability: Ensuring financial stability by preventing financial 

distress due to excessive expenditures. 

7. Challenges in Cost Control: 

 Balancing Cost and Quality: Striking a balance between cost 

reduction efforts and maintaining product or service quality. 

 External Factors: Adapting to external factors such as economic 

changes, inflation, and market fluctuations. 



In summary, cost control is a critical aspect of financial management that 

involves a systematic approach to monitoring, regulating, and optimizing 

costs throughout various business operations. It plays a pivotal role in 

achieving financial goals and sustaining long-term business success. 

A cost centre is a specific department, unit, or location within an 

organization to which costs can be directly attributed. It is a fundamental 

concept in cost accounting and managerial accounting used to track and 

manage expenses associated with specific segments of a business. Here are 

key points to understand about cost centres: 

1. Definition: 

 A cost centre is a distinct, identifiable part of an organization for 

which costs are measured, monitored, and controlled. It represents a 

responsibility or a segment of the business where managers are held 

accountable for the costs incurred. 

2. Characteristics of Cost Centres: 

 Managerial Responsibility: Each cost centre is typically overseen by 

a manager who is responsible for controlling the costs associated 

with that centre. 

 Measurable Costs: Costs related to a cost centre should be 

quantifiable and directly attributable to that specific segment of the 

business. 

 No Direct Revenue Generation: Cost centres are usually not directly 

involved in revenue-generating activities; their primary focus is on 

supporting other parts of the organization. 

3. Examples of Cost Centres: 

 Production Departments: Manufacturing units or assembly lines 

where products are produced. 

 Service Departments: Support functions like maintenance, human 

resources, or IT that provide services to other departments. 

 Sales Regions: Geographical areas responsible for selling products or 

services. 

4. Purpose and Benefits: 

 Cost Control: Allows for the monitoring and control of costs within 

specific areas of the organization. 

 Performance Evaluation: Enables the assessment of the efficiency 

and effectiveness of each cost centre. 



 Resource Allocation: Helps in allocating resources effectively based 

on the needs and performance of different segments. 

5. Cost Allocation to Cost Centres: 

 Costs are allocated to cost centres based on a systematic method, 

such as direct allocation for costs directly traceable to a specific 

centre or allocation based on usage for shared costs. 

6. Reporting and Analysis: 

 Managers of cost centres often receive regular reports detailing the 

costs incurred in their areas, enabling them to analyze and manage 

their budgets effectively. 

7. Relation to Profit Centres and Investment Centres: 

 Profit Centres: Some segments of the business are profit centres 

responsible not only for costs but also for generating revenue and 

profit. 

 Investment Centres: These are responsible not only for costs and 

revenues but also for the assets they use. Managers of investment 

centres have control over the assets allocated to their areas. 

Understanding and effectively managing cost centres is crucial for 

organizations to maintain control over their resources, evaluate managerial 

performance, and make informed decisions regarding resource allocation 

and business strategy. 

It seems like there might be a slight misunderstanding in your question. If 

you are inquiring about the types of costs associated with materials in a 

business or manufacturing context, here are some common cost categories 

related to materials: 

1. Direct Materials Cost: 

 This includes the cost of raw materials that can be directly traced to 

the production of a specific product. For example, the cost of wood in 

making furniture or the cost of fabric in producing garments. 

2. Indirect Materials Cost: 

 These are costs associated with materials that are not easily traceable 

to a specific product. Examples include small tools, lubricants, and 

cleaning supplies used in the production process. 

3. Material Handling Costs: 



 Costs associated with the movement, storage, and control of 

materials within a facility. This can include costs related to 

transportation, warehousing, and inventory management. 

4. Material Spoilage Costs: 

 Costs incurred due to the deterioration or wastage of materials, 

which can happen during the production process. This may include 

perishable goods or materials that become obsolete. 

5. Material Overhead Costs: 

 Indirect costs associated with materials that are not directly tied to 

the cost of specific units of production. These costs can include the 

salaries of material handlers, depreciation of material handling 

equipment, and other overhead expenses. 

6. Material Purchase Price Variance: 

 The difference between the actual cost of materials purchased and 

the standard or budgeted cost. This variance helps in analyzing the 

efficiency of the purchasing process. 

7. Material Usage Variance: 

 The difference between the actual quantity of materials used in 

production and the standard or expected quantity. This variance 

helps in evaluating how efficiently materials are used in the 

manufacturing process. 

8. Material Yield Variance: 

 The difference between the actual yield of finished goods and the 

standard or expected yield based on the quantity of materials used. 

This variance helps in assessing the efficiency of the production 

process. 

9. Obsolete Inventory Costs: 

 Costs associated with materials that become outdated or obsolete 

and are no longer usable in the production process. This can include 

losses due to changes in technology or market demand. 

10. Scrap Costs: 

 Costs related to materials that are considered waste or scrap during 

the production process. This can include the cost of handling and 

disposing of scrap materials. 

These are general categories, and specific businesses may have variations 

or additional types of material costs depending on their industry and 



operations. Understanding and managing these costs effectively are crucial 

for controlling overall production costs and maintaining profitability. 

 



It appears there might be a slight typo in your question, but I assume you're asking 

about topics related to labor costs. Labor costs are a significant component of the 

overall cost structure for many businesses. Here are some key topics related to labor 

costs: 

1. Direct Labor Costs: 

 Direct labor costs include the wages and benefits paid directly to 

employees who are directly involved in the production of goods or the 

delivery of services. 

2. Indirect Labor Costs: 

 These are labor costs associated with employees who are not directly involved 

in the production process but still contribute to the overall operation, such as 

supervisors, maintenance staff, or quality control personnel. 

3. Labor Cost Variance Analysis: 

 Analyzing the differences between actual labor costs and budgeted or 

standard labor costs. This variance analysis helps identify areas where costs 

are not aligning with expectations. 

4. Overtime Costs: 

 The additional costs incurred when employees work beyond their regular 

working hours. Managing overtime costs is crucial for controlling labor 

expenses. 

5. Labor Productivity: 

 Evaluating the efficiency of labor in terms of output per hour worked. 

Improving labor productivity can contribute to cost savings. 

6. Employee Benefits Costs: 

 Beyond wages, labor costs often include benefits such as health insurance, 

retirement contributions, paid time off, and other perks. Managing these 

benefits is essential for cost control. 

7. Labor Laws and Compliance: 

 Staying informed about labor laws and regulations to ensure compliance. 

Violations can lead to legal issues and additional costs. 

8. Training and Development Costs: 

 Costs associated with training programs and ongoing skill development for 

employees. Investing in training can improve efficiency and effectiveness. 

9. Employee Turnover Costs: 

 Calculating the costs associated with recruiting, hiring, and training new 

employees to replace those who leave the organization. High turnover can be 

expensive. 

10. Flexible Work Arrangements: 

 Exploring and implementing flexible work arrangements, such as remote work 

or flexible schedules, which can impact labor costs and employee satisfaction. 

11. Labor Union Negotiations: 



 If applicable, understanding the dynamics of labor unions and participating in 

negotiations for fair wages and working conditions. 

12. Labor Cost Benchmarking: 

 Comparing labor costs against industry benchmarks to assess competitiveness 

and identify areas for improvement. 

13. Employee Engagement and Morale: 

 Recognizing the link between employee satisfaction, engagement, and 

productivity. Strategies to improve morale can positively impact overall labor 

costs. 

14. Technology and Automation Impact: 

 Assessing the impact of technology and automation on labor costs. While 

automation can reduce labor needs, there may be initial costs associated with 

implementation. 

15. Cross-Training and Multi-Skilling: 

 Encouraging employees to acquire multiple skills, allowing for flexibility in task 

assignments and potentially reducing the need for specialized roles. 

Effectively managing labor costs involves a holistic approach that considers various 

factors, including compensation, benefits, productivity, and compliance with labor 

laws. Businesses that strategically address these labor cost topics can enhance their 

overall financial performance and competitiveness. 

 

Overheads, also known as overhead costs or indirect costs, refer to the 

ongoing operational expenses of a business that are not directly tied to the 

production of goods or services. These costs are incurred to support the 

overall business operations but are not easily attributable to specific 

products, services, or projects. Overheads are a crucial component of the 

total cost structure of a company. Here are key aspects related to 

overheads: 

1. Definition of Overheads: 

 Overheads represent the indirect costs of running a business, 

including expenses associated with administration, facilities, utilities, 

and other general operating costs. 

2. Types of Overheads: 

 Administrative Overheads: Costs related to the management and 

administration of the business, including salaries of administrative 

staff, office supplies, and office rent. 



 Selling and Distribution Overheads: Costs associated with sales and 

distribution activities, such as advertising, marketing, sales 

commissions, and distribution expenses. 

 Production Overheads: Indirect costs incurred during the 

production process, including factory rent, utilities, maintenance, and 

indirect labor. 

3. Examples of Overheads: 

 Rent: The cost of leasing office space, manufacturing facilities, or 

warehouses. 

 Utilities: Expenses for electricity, water, gas, and other essential 

services. 

 Salaries and Wages of Indirect Staff: Compensation for employees 

not directly involved in production or sales. 

 Depreciation: The gradual decrease in the value of assets over time, 

such as machinery or buildings. 

 Insurance: Costs associated with insuring business assets, liability 

insurance, or employee insurance. 

 Office Supplies: Expenses for items like paper, pens, and other office 

materials. 

 Property Taxes: Taxes paid on owned business properties. 

4. Allocation of Overheads: 

 Allocating overhead costs to specific products, services, or 

departments is often done through various methods, such as activity-

based costing or predetermined overhead rates. 

5. Fixed and Variable Overheads: 

 Fixed Overheads: Costs that remain constant regardless of the level 

of production or business activity. For example, rent is often a fixed 

overhead. 

 Variable Overheads: Costs that fluctuate based on the level of 

production or business activity. For example, utility costs may vary 

depending on usage. 

6. Importance of Overhead Management: 

 Effective management of overheads is crucial for cost control and 

profit optimization. 

 Monitoring overhead costs helps in budgeting and financial planning. 

7. Overhead Absorption Rate: 



 The overhead absorption rate is used to allocate overhead costs to 

products based on a predetermined rate per unit of activity, such as 

machine hours or direct labor hours. 

8. Cost Reduction Strategies: 

 Implementing cost reduction measures for overheads without 

compromising the quality of products or services. 

 Evaluating the efficiency of overhead expenses and seeking 

opportunities for savings. 

Understanding, managing, and controlling overhead costs are essential for 

businesses to maintain profitability and competitiveness in the marketplace. 

Effective overhead management contributes to overall financial stability and 

sustainability. 

 



Output costing, also known as process costing, is a cost accounting 

method used to assign costs to individual units or batches of products in a 

continuous production or manufacturing process. This method is particularly 

applicable in industries where products are produced in a continuous flow, and it's 

challenging to identify specific costs for each unit. Here are key features and 

concepts related to output costing: 

1. Continuous Production: 

 Output costing is typically used in industries with continuous or mass 

production processes, such as chemical manufacturing, oil refining, and food 

processing. 

2. Homogeneous Products: 

 Products produced using output costing are usually homogeneous or 

identical. This means that each unit of output is indistinguishable from 

another. 

3. Cost Accumulation: 

 Costs are accumulated over a specific production period, often a month, and 

then allocated to the total production output. 

4. Equivalent Units: 

 In process costing, units may be in various stages of completion. To simplify 

the allocation of costs, the concept of equivalent units is used. Equivalent units 

represent the number of fully completed units that could have been produced 

with the same amount of input. 

5. Cost Allocation: 

 Costs are allocated to each equivalent unit based on the stage of completion. 

This helps in determining the cost per equivalent unit. 

6. Stages of Production: 

 The production process is divided into stages, and costs are assigned to each 

stage. Common stages include the beginning inventory, work in process, and 

finished goods. 

7. Cost Flow: 

 Costs flow through the production process until the final product is 

completed. This often involves tracking costs through different departments 

or production stages. 

8. Calculation of Unit Cost: 

 The total cost incurred during the period is divided by the total equivalent 

units produced to calculate the cost per equivalent unit. This unit cost is then 

applied to all units completed during the period. 

9. Journal Entries: 

 Journal entries are made to record the flow of costs through the production 

process. These entries typically include debits to work in process accounts and 

credits to various cost accounts. 



10. Waste and Spoilage: 

 Waste and spoilage are considered in the costing process. The cost of 

abnormal spoilage may be treated separately from normal production costs. 

11. Final Costing: 

 At the end of the production period, the total cost is allocated to the 

completed units, and the cost per equivalent unit is used to value the ending 

work in process. 

Output costing is particularly suitable for industries where continuous production 

processes result in a uniform or standardized product. It provides a systematic way of 

allocating costs to products and helps in determining the cost of production for each 

unit or batch. 

 

Job costing is a cost accounting method used to track the costs associated 

with a specific job, project, or custom order. This method is commonly employed in 

industries where products or services are unique, and costs can be directly traced to 

individual projects or orders. Here are key features and concepts related to job 

costing: 

1. Customized or Unique Products/Services: 

 Job costing is suitable for industries where each job or project is unique, and 

costs need to be tracked separately. Examples include construction, custom 

manufacturing, and professional services. 

2. Distinct Jobs or Projects: 

 Each job or project is treated as a separate cost unit. Costs are accumulated 

and assigned to a specific job or project rather than to a department or 

process. 

3. Direct and Indirect Costs: 

 Direct costs, such as direct materials, direct labor, and direct expenses, are 

easily traceable to a specific job. Indirect costs, also known as overhead, are 

allocated to jobs based on a predetermined allocation method. 

4. Cost Tracking: 

 Costs are tracked at the job level throughout the entire production or service 

delivery process. This includes all costs incurred from the initiation of the job 

to its completion. 

5. Job Cost Sheet: 

 A job cost sheet is used to accumulate and record all costs associated with a 

specific job. It includes columns for direct materials, direct labor, and overhead 

costs, as well as the total cost incurred for the job. 

6. Direct Material Costs: 



 The cost of materials specifically used in the production of the job is recorded 

on the job cost sheet. This can include raw materials and components. 

7. Direct Labor Costs: 

 The labor costs directly associated with the job, including wages and benefits 

for employees working on the job, are recorded on the job cost sheet. 

8. Overhead Allocation: 

 Overhead costs, such as rent, utilities, and depreciation, are allocated to jobs 

based on a predetermined rate or allocation method. This ensures that 

indirect costs are proportionally assigned to each job. 

9. Completion of Jobs: 

 Once a job is completed, the total cost incurred is transferred from the work in 

process account to the finished goods account. 

10. Costing Methods: 

 Different costing methods may be used, such as actual costing, normal 

costing, or standard costing, depending on the nature of the industry and the 

accuracy desired. 

11. Billing and Pricing: 

 Job costing provides a basis for determining the cost of a job, which can be 

used for billing the customer. It also helps in setting appropriate prices for 

similar future jobs. 

12. Analysis and Decision-Making: 

 Job costing allows for detailed analysis of costs associated with each job, 

enabling better decision-making regarding resource allocation, pricing 

strategies, and profitability assessment. 

Job costing is a flexible and detailed method that provides businesses with a precise 

understanding of the costs associated with individual projects or jobs. This approach 

is particularly valuable in industries where customization and uniqueness are 

prevalent. 

 



Contract costing is a specific form of job costing used in industries 

where work is undertaken based on contracts or orders. It is commonly 

employed in construction, engineering, and other industries where projects 

are long-term, involve significant customization, and require detailed 

tracking of costs. Here are key features and concepts related to contract 

costing: 

1. Nature of Contracts: 

 Contract costing is suitable for industries where work is performed 

based on contracts, which could involve construction projects, 

infrastructure development, or other long-term endeavors. 

2. Long-Term Projects: 

 Unlike short-term jobs in regular job costing, contract costing deals 

with long-term projects that may span several accounting periods. 

3. Specific Contracts or Orders: 

 Each contract or order is considered a separate cost unit. Costs are 

accumulated and tracked for each individual contract. 

4. Contract Cost Ledger: 

 Similar to the job cost sheet in job costing, a contract cost ledger is 

used to record all costs associated with a specific contract. It includes 

columns for direct costs, indirect costs, and the total cost incurred for 

the contract. 

5. Direct Costs: 

 Direct costs, such as direct materials, direct labor, and other costs 

directly attributable to the contract, are recorded on the contract cost 

ledger. 

6. Indirect Costs: 

 Indirect costs, also known as overhead costs, are allocated to 

contracts based on a predetermined allocation method. This includes 

costs like rent, utilities, and administrative expenses. 

7. Progress Billing: 

 In long-term contracts, payments are often received at various stages 

of completion. Contract costing facilitates progress billing, where 

invoices are issued based on the percentage of completion or specific 

milestones. 

8. Retentions: 

 Retentions are amounts withheld by the customer until the 

completion of the contract. Contract costing ensures that these 



retentions are appropriately accounted for and released upon 

completion. 

9. WIP (Work in Progress) Valuation: 

 Work in progress for each contract is valued at the end of each 

accounting period. This involves assessing the percentage of 

completion and recognizing the corresponding revenue and costs. 

10. Contract Profitability Analysis: 

 Contract costing allows for detailed analysis of the profitability of 

each contract. It helps in assessing whether a contract is on budget, 

over budget, or under budget. 

11. Contract Completion: 

 Once a contract is completed, the total costs incurred are transferred 

from the work in progress account to the finished contract account. 

12. Compliance with Accounting Standards: 

 Contract costing often involves compliance with specific accounting 

standards, such as recognizing revenue based on the percentage of 

completion. 

13. Estimation of Completion: 

 Given the long-term nature of contracts, there is often a need to 

estimate the percentage of completion for accounting purposes. 

Methods such as the cost-to-cost method or surveys may be used for 

this purpose. 

Contract costing provides a systematic approach to cost accounting for 

long-term projects, ensuring accurate tracking of costs and revenues 

associated with each contract. It is essential for financial reporting, project 

management, and decision-making in industries that engage in complex 

and extended contractual work. 

 

 



Process costing is a cost accounting method used to assign costs 

to products that are produced in a continuous, repetitive, and standardized 

manner. This method is particularly applicable in industries where products 

are homogeneous and pass through a series of sequential processes. Here 

are key features and concepts related to process costing: 

1. Continuous Production: 

 Process costing is suitable for industries where production occurs in a 

continuous flow, and products are identical or very similar. Examples 

include chemical manufacturing, food processing, and oil refining. 

2. Homogeneous Products: 

 The products produced using process costing are usually uniform and 

indistinguishable from one another. This is in contrast to job costing, 

where each job or unit is unique. 

3. Cost Accumulation by Process: 

 Costs are accumulated for each production process or stage rather 

than for individual units or jobs. The entire production process is 

divided into distinct stages, and costs are assigned to each stage. 

4. Equivalent Units: 

 Because products are often in various stages of completion, the 

concept of equivalent units is used. Equivalent units represent the 

number of fully completed units that could have been produced with 

the same amount of input. 

5. Cost Allocation: 

 Costs are allocated to each equivalent unit based on the stage of 

completion. This helps in determining the cost per equivalent unit. 

6. Multiple Processes: 

 In many cases, products go through multiple processes, and each 

process adds value to the product. Costs are assigned to each 

process, and the total cost is distributed to the units produced. 

7. Cost Flow: 

 Costs flow through the production processes until the final product is 

completed. The flow of costs can be tracked using work in process 

accounts for each process. 

8. Calculation of Unit Cost: 



 The total cost incurred during the period is divided by the total 

equivalent units produced to calculate the cost per equivalent unit. 

This unit cost is then applied to all units completed during the period. 

9. Journal Entries: 

 Journal entries are made to record the flow of costs through the 

production processes. These entries typically include debits to work in 

process accounts and credits to various cost accounts. 

10. Normal and Abnormal Losses: 

 Normal losses, which are expected in the production process, are 

considered when calculating equivalent units. Abnormal losses, which 

are unexpected, may be treated separately. 

11. Final Costing: 

 At the end of the production period, the total cost is allocated to the 

units completed, and the cost per equivalent unit is used to value the 

ending work in process. 

12. Mass Production Considerations: 

 Process costing is well-suited for industries where mass production is 

the norm. It is less detailed than job costing but more appropriate for 

certain production environments. 

Process costing provides a systematic way to allocate costs to products in 

industries with continuous production processes. It is useful for 

determining the cost of production for each unit and for financial reporting 

purposes. 

 

 

  



 

  



 

  



 

  



 

  



 

  



 

  



 

  



 

  



 

  



 

  



 

  



 

  



 

  



 

  



 

  



 

  



 

  



 

  



 

  



 


