STANDARD CORE PERSONNEL DOCUMENT                                                                              Number:  9G515

AIR FORCE STANDARD CORE PERSONNEL DOCUMENT (SCPD)

ORGANIZATION:

SCPD NUMBER:
9G515

SUPV LEVEL CODE:
8
COMP LEVEL CODE:
99ZA

TARGET GRADE:
07
FLSA:
Non-Exempt

JOB SHARE:

CAREER PROG ID:


SENSITIVITY:
Critical-Sensitive
BUS:


EMERGENCY ESS:

DRUG TEST:


KEY POSITION:

POSITION HIST:


__________________________________________________________________________________________________
CLASSIFICATION:  Financial and Computer Support Clerk (OA), GS-0303-04

DUTY TITLE:  

__________________________________________________________________________________________________
ORG & FUNC CODE:
CGY

1ST SKILL CODE:
40%
AXGRFC
Financial Clk/Ast/Resources Mgt/Fund Control 

2ND SKILL CODE:
40%
APUCST
Computer Clk/Ast/Subject Matter Support

3RD SKILL CODE:
20%
OASCPX
Office Automation Clk/Ast/Data Systems Support
__________________________________________________________________________________________________

SCPD DEVELOPED AND CLASSIFIED BY:  HQ AFPC/DPCMC, 5/22/01

CLASSIFICATION CERTIFICATION:  SCPD adequately and accurately reflects the local work situation to meet classification, staffing, and performance management purposes.

________________________________________________________           _________________

CLASSIFIER’S SIGNATURE


                   DATE

__________________________________________________________________________________________________

SUPERVISOR’S CERTIFICATION:  I certify that this SCPD is an accurate statement of the major duties, knowledges, skills, and abilities, responsibilities, physical and performance requirements of this position and its organizational relationships.  The position is necessary to carry out government functions for which I am responsible.  This certification is made with the knowledge that this information is to be used for statutory purposes relating to appointment and payment of public funds and that false or misleading statements may constitute violations of such statutes or their implementing regulations.

________________________________________________________           _________________

SUPERVISOR’S SIGNATURE


                   DATE

__________________________________________________________________________________________________
PERFORMANCE PLAN CERTIFICATION:

[image: image1.wmf]Rater/Supv.

Date

Reviewer

Date

Employee*

Date


*Signature acknowledges receipt.  It does not indicate agreement/disagreement.

PURPOSE OF POSITION AND ORGANIZATIONAL LOCATION:  

The primary purpose of this position is: To provide a trainee position leading to a full performance level Financial and Computer Support Assistant (Office Automation), GS-0303-07, SCPD # 9G509, through intervening levels of Financial and Computer Support Assistant (Office Automation), GS-0303-05, #9G508, and Financial and Computer Support Assistant (Office Automation), GS-0303-06, SCPD #9G504.  At this entry level, incumbent performs a full range of support work, under close supervision, for an Air Force Office of Special Investigations (AFOSI) unit in the performance of its investigative and law enforcement mission.  The incumbent will receive formal, informal, and on-the-job training designed to provide incumbent with the opportunity to perform the duties at the full performance level.  The incumbent may be non competitively promoted to the full performance level upon, (1) satisfactorily completing the training requirements, (2) satisfactorily performing at the full performance level, (3) meeting all OPM legal and regulatory requirements for promotion, and (4) recommendation for promotion by the supervisor.

The organizational location of this position is:  Air Force Office of Special Investigations (AFOSI), _____Field Investigations Region, Detachment _________.

__________________________________________________________________________________________________
ORGANIZATIONAL GOALS OR OBJECTIVES:
The organizational goals or objectives of this position are:  To accomplish mission support duties and thereby free AFOSI special agents and allow them to provide criminal, fraud, and counterintelligence investigative services to Air Force major command officials; and to work with other Department of Defense (DOD) criminal investigative agencies and federal law enforcement agencies in matters of interest to the USAF and DOD.

__________________________________________________________________________________________________

DUTY 1:









%
Critical


Receives and processes standard documentation and information requests for detachment financial resources.  Performs initial clerical review of funding documents to detect obvious errors or omission in information.  Corrects obvious discrepancies or returns to originator to complete gaps in information.  Performs routine processing of requests for funding from other sources such as AFOSI Region or host MAJCOM.  Electronically types and formats the detachment’s Operations and Maintenance (O&M) budget including the confidential funds requirements. Assists the detachment resource advisor by performing routine account maintenance.  Monitors and tracks daily distribution of funds.  Posts debits and credits to the O&M and confidential accounts ledgers and maintains accurate records of unfunded requirements for the unit resource advisor or the Commander following prescribed instructions for routine maintenance of the confidential fund account in accordance with applicable directives.  May refer questions involving unusual requests to subject’s commander, resource advisor or Agent-in-Charge for approval prior to taking action.  Returns incomplete or erroneous requests to the appropriate OPR for correction or further explanation when action is not in conformance with prescribed directives.  Assists the resource advisor by reviewing vouchers for routine information.  Uses appropriate forms and prepare and processes vouchers for disbursing funds and receiving reimbursement to the account from higher headquarters.  Follows prescribed procedures to administratively verify amounts shown are correct, assures proper forms and format are used and ensures timeliness of the items submitted on the voucher.  Reconciles paid vouchers with budget documentation.  Maintains records for authorized paying agent and others authorized to draw and receive funds from the local accounting and finance office in support of the AFOSI program.  Maintains records of fund citations and ensures appropriate codes are used for each document processed.  Verifies information to the unit resource advisor, commander and/or appropriate activities when required.  Prepares TDY orders and tracks travel expenditures. 

STANDARDS:

1.  Typically monitors budget and resource allocations/projections, in a timely manner.

2.  Normally maintains physical control and distribution of funds accurately.

3.  Almost without exception prepares vouchers, financial reports, and budget forms accurately and within prescribed time frames
KSA:  1, 2, 4, 7, 8

__________________________________________________________________________________________________

DUTY 2: 








%
Critical

Performs limited workgroup administration duties.  Provides routine support and instruction to the unit’s personnel on the use of multiple office automation software including word processing, spreadsheet and graphics products, e-mail and limited database management functions.  Connects peripheral equipment, e.g., printers, scanners, and fax machines, and installs and deletes routine software products.  Monitors server connectivity and operational capability of personal computers within the unit.  Performs limited troubleshooting and seeks technical guidance from the unit’s workgroup manager or systems administrator when required.  Sets up simple databases for unit personnel and performs limited modification to existing databases.  Tests new software releases and reports findings.  Maintains various databases, listings, and spreadsheets for investigators, resource advisor and workgroup manager.  Backs up hard drives, creates floppy boot disks, and purges data files when necessary.  Distributes hardcopy and electronic security information and protects confidential electronic records.    

STANDARDS:

1.  Normally promptly and accurately identifies and troubleshoots personal computer problems to effectively resolve them.

2.  Typically provides timely, accurate, and factual information or assistance to customers.

KSA:  1, 6,7, 8 

__________________________________________________________________________________________________

DUTY 3:








%
Critical



Uses varied and advanced functions of word processing software to create, format, modify, edit, and print a variety of letters, reports, memos, and other textual documents.  Uses advanced functions to generate tables of contents, import graphs or databases, create glossaries, and align multiple columns.  Performs such functions as add, copy, correct, delete, or move text; automatically print document identification or other notations at the top or bottom of each page; automatically number pages; create form letters and automatically merge these with mailing lists; check documents for spelling errors; designate some characters as boldfaced, underlined, and/or italic; and search for and change specific text within a document.  Independently carries out familiar assignments in accordance with previous instructions, standard procedures for creating documents, or entering or retrieving data, and established use of software packages.  Recognizes differences in existing procedures and applications and makes choices from among established alternatives.  Steps and procedures differ in terms of the type of document or specific report to be produced or edited, the specific formatting required for the document, the existence of prerecorded formats, and other differences of a factual nature.  Receives and transmits electronic mail.

STANDARDS:
A.  Typically utilizes multiple office automation software programs to produce/develop accurate and useful documents.

B.  Almost always promptly receives, processes, transmits, and/or forwards electronic messages and documents as appropriate.

KSA:  1, 2, 3, 5, 7, 8

__________________________________________________________________________________________________

DUTY 4:








%
Critical



Prepares a wide variety of recurring correspondence, internal reports, and other documents from information obtained from the staff, files, and other sources and reviews and finalizes documents prepared by others.  Composes routine, non-technical correspondence, such as requests for information.  Proofreads/edits correspondence and documents for correct grammar, spelling, capitalization, punctuation, and format.  Processes and protects sensitive investigations to ensure total confidentiality.  Consolidates and finalizes information for various reports in accordance with established reporting procedures and/or instructions from the supervisor.  Gathers and summarizes information from files and documents for supervisor’s or other staff member’s use in responding to inquiries.  Coordinates/forwards correspondence to appropriate office.

STANDARDS:
A.  With few exceptions accurately prepares documents in accordance with regulations and policies and in the appropriate format.

B.  Normally thoroughly reviews all correspondence to ensure correct grammar, spelling, capitalization, and punctuation.

C.  Generally finalizes documents in a timely manner, meeting prescribed suspense dates or established deadlines.

KSA:  1, 2, 3, 5, 7, 8

__________________________________________________________________________________________________

DUTY 5:








%
Critical



Performs miscellaneous clerical and administrative support.  Reviews and processes incoming and outgoing correspondence, materials, publications, regulations, and directives.  Screens incoming mail to identify what needs to be brought to the attention of the supervisor, referred to appropriate staff, or rerouted to other organizations/offices.  Establishes suspense dates as directed by the supervisor and brings to supervisor’s attention those that cannot be met by requested dates.  Reviews outgoing correspondence for procedural and grammatical accuracy and conformance with administrative requirements.  Downloads publications from electronic systems and distributes as required. Receives and directs telephone calls or visitors.  Ascertains the nature of the call or visit and provides complete and clear information that addresses most routine or procedural issues.  Based on general knowledge of the organization, refers telephone callers and visitors to appropriate staff or office.  Personally answers routine, non-technical requests for information such as status of reports, suspense dates, and similar readily available information.  Provides follow-up on requests for information. Maintains, purges, and disposes of office records/files in accordance with established regulations and procedures.  Assists staff with clerical and procedural requirements and instructions.  Makes travel arrangements such as scheduling transportation, making reservations at hotels, and preparing travel orders.  Prepares and consolidates time and attendance records in accordance with established procedures.  Requisitions office supplies, printing support, and related materials.  May be responsible for the receipt, control, logging, safekeeping, and necessary action on classified materials.  Updates tracker or suspense files as required.  Maintains interview logs and prepares subject and witness statement forms.  Witnesses polygraph examinations.  Assists special agents during investigations by compiling routine information involving persons under investigation.  Operates radio base stations, maintaining contact with special agents and serving as an intermediary when special agents are unable to communicate with each other or other agencies.  Tracks items requiring follow-up action and notifies concerned investigative personnel.  Requests appropriate HQ AFOSI file retrieval as requested from the special agent.  Maintains case files.

STANDARDS:

A.  Almost always thoroughly screens mail, visitors and calls and refers to appropriate person or office in a timely manner.

B.  With few exceptions consistently and appropriately maintains files and promptly follows up on suspense items.

C.  Support provided to special agents is typically performed in a satisfactory manner.

KSA:  3, 7, 8

__________________________________________________________________________________________________

RECRUITMENT KNOWLEDGES, SKILLS, AND ABILITIES (KSA):  
1.  Knowledge of word processing automation software functions to support office operations and produce a variety of textual documents, such as letters, reports, memos, and form letters.

2.  Knowledge of correct grammar, spelling, punctuation, capitalization, and format to accurately prepare and edit written correspondence and reports.

3.  Knowledge of rules, procedures, or operations applied to clerical assignment to perform the routine, procedural work of the office, such as preparing and editing documents, maintaining files/records, making and preparing travel arrangements, screening telephone calls and visitors, and processing mail.

4.  Skill in preparing and maintaining a variety of financial records (e.g. budget requests/justification, unfunded requirements, contracting documents, expenditure documents, etc.).

5.  Skill in typing; a qualified typist is required.

6.  Ability to use and maintain computer systems, equipment, and software. 

7.  Ability to communicate effectively, both orally and in writing, using tact and courtesy.

8.  Ability to plan, organize work, and meet deadlines.

__________________________________________________________________________________________________

CLASSIFICATION CRITERIA:
Factor 1, Knowledge Required By The Position 



Level 1-3
350 Points

-- Detailed knowledge of the rules, regulations, procedures, and code structure of accounts to perform the full range of standard budget support assignments, such as examining requests for allotments to verify that all necessary prior approvals and concurrences have been obtained, forms contain required information, figures are accurate, and funds are available; record obligations, expenditures, and transfer of funds; and adjust account balance to reflect changes.

-- Knowledge of personal computer capabilities and limitations, peripheral equipment, word processing and other standard office automation software, and DOD and Air Force automated data processing and networking standards, policies, and techniques to provide routine technical support and assistance to users of personal computers in the unit.  

-- Knowledge of directives outlining the safeguarding of classified material.

-- Knowledge of the nature and capability of word processing software procedures and function keys to perform a substantial range of functions such as generating tables of contents, importing graphs or databases, creating glossaries, aligning multiple columns, automatically printing document identification or other notations at the top or bottom of each page, and creating form letters and automatically merging these with mailing lists.  A qualified typist is required. 

-- Knowledge of grammar, spelling, capitalization, punctuation, and commonly used specialized terminology to prepare material correctly.

-- Knowledge of a body of rules, procedures, or operations applicable to clerical assignments, such as preparing various routine correspondence/reports, maintaining files/records, and reviewing and processing mail.

Factor 2, Supervisory Controls





Level 2-2
125 Points

The supervisor provides standing instructions for standard or continuing office automation, financial clerical, or computer clerical duties.  When the work is unusual or difficult, more specific instructions are provided.  Employee carries out familiar assignments in accordance with previous instructions.  The employee seeks further guidance when new or unusual assignments call for deviations from established procedures or otherwise require special attention.  Completed work is usually checked for compliance with procedures or instructions, technical accuracy, and appearance.  When the work is unusual, it is also checked for adherence to special instructions provided.

Factor 3, Guidelines






Level 3-2
125 Points

A number of established instructions and procedures for doing the work are readily available and clearly applicable to most assignments.  Typical guidelines include DOD, AF, AFOSI, and other MAJCOM directives.  Incumbent uses knowledge and judgment to locate, select, and apply guidelines.  Makes minor deviations to adapt guidelines to specific cases.  Employee refers situations when the existing guidelines cannot be applied or when significant deviations from established guidelines are required.  

Factor 4, Complexity






Level 4-2
75 Points

The work involves performing related procedural tasks in processing budget and other financial transactions; e.g., processing of a transaction, verifying codes and other information, reconciling balances, using standard formulas to calculate or verify calculations, assembling appropriate forms and reports; different but related computer assistance tasks, using specific procedures and methods; using two or more types of software, e.g., word processing software to create, copy, edit, store, retrieve, and print documents; using existing database or spreadsheet software to retrieve data for reports, etc. In deciding how to proceed, the employee must recognize differences in existing procedures and applications and make choices from established alternatives. 

Factor 5, Scope and Effect





Level 5-2
75 Points

The purpose of the work is to apply specific rules regulations, or procedures to perform a full range of related budget and financial clerical or technical tasks, duties, and assignments that are covered by well-defined and precise program procedures and regulations; perform duties to assist agents with routine personal computer problems; and to collect, select, organize, and provide information in oral or written form in accordance with established rules, regulations, procedures or office automation practices.  The work affects the way in which other employees document, store, receive, or transmit information, and increases the availability and usefulness of the information involved.  The computer clerical duties affect the ability of users to complete their computer based work.  The budget and financial clerical work affects the adequacy and efficiency of the budget.

Factor 6, Personal Contacts





Level 6-1
10 Points
Personal contacts are with employees within the immediate organization, office, project, or work unit, and in related or support units. 

Factor 7, Purpose of Contacts





Level 7-1
20 Points

Purpose of contacts is to obtain, clarify, or give facts or information directly related to the work; for example, exchange information necessary to accomplish assignments.

Factor 8, Physical Demands





Level 8-2
20 Points

Computer assistant work requires long periods of standing, walking, stretching, bending, stooping, and carrying loads of paper and equipment that may weigh as much as 45 pounds.  May lift heavier loads with the help of a co-worker or lifting device.

Financial resources work is mostly sedentary.  No special demands are involved.  There may be some walking, standing, bending, and carrying of light items.

Factor 9, Work Environment





Level 9-1

5 Points

The work is performed in a typical office setting, requiring the use of normal safety precautions necessary for an office environment.  The work area is adequately lighted, heated, and ventilated.

__________________________________________________________________________________________________

Other significant facts pertaining to this position are:
1.  Position is designated as critical-sensitive; employee must be able to obtain and maintain a Top Secret clearance.

2.  Incumbent must possess a valid state driver's license, as he/she may be required to transport evidence or to obtain needed unit supplies and services.

3.  Incumbent must be willing to travel on military or commercial aircraft for temporary duty or training assignments.

4.  Emotional stability, tact, and maturity are necessary to cope with unusual and stressful situations.

5.  Employee must work under pressure.

6.  Irregular duty hours and overtime may be required.

7.  May be required to undergo a polygraph examination.

8.  AFOSI funds management is a particularly sensitive program since funds are closely monitored and used for authorized expenses in support of the AFOSI investigative mission. The legal requirements for managing Advance of Funds (confidential funds) are stringent and subject to severe legal sanction if not handled properly.

CLASSIFICATION SUMMARY:
CLASSIFICATION STANDARD(S) USED:  Miscellaneous Clerk and Assistant Series, GS-0303; OPM Grade Level Guide for Clerical and Assistance Work; OPM Job Family Standard for Clerical and Technical Accounting and Budget Work, GS-500C; OPM Computer Clerk and Assistant Series, GS-0335; and OPM Office Automation Grade Evaluation Guide, GS-326; HRCD-7, July 1999.

CLASSIFICATION REMARKS:  

EVALUATION STATEMENT

Series Determination:  This position is responsible for providing trainee level financial clerical, computer clerical and office automation clerical support work.  The work of this position is consistent with the definition of one-grade interval miscellaneous clerical and technical support work involving responsibilities typical of the mission support function in OSI Detachments throughout the Air Force.  The position is in a career ladder leading to a position classified as Financial and Computer Support Assistant, GS-0303-07.  Incumbent has responsibility for providing a variety of procedural, administrative, and clerical mission and resource support to AFOSI detachments.  The work involves funds and resources monitoring, data retrieval, information management and computer software assistance, office automation and administrative duties.  Because the position is in a career ladder leading to the GS-0303-07 level it is allocated to the Miscellaneous Clerical and Assistant Series, GS-0303, which requires a variety of knowledge, skills and abilities characteristic of several classification groups and series, none of which are predominate and some unique to the AFOSI mission.  

Title Determination:  There is no title prescribed by the GS-0303 series.  The purpose of the position is to provide financial clerical, computer clerical, office automation clerical, and miscellaneous clerical trainee duties.  The position requires a qualified typist.  Therefore the position is assigned the title of Financial and Computer Support Clerk (Office Automation).  

Grade Determination: The Miscellaneous Clerk and Assistant Series, GS-0303, does not contain grade level criteria.  The position is evaluated by application of the Computer Clerical and Assistance, GS-0335 standard, the Job Family Standard for Clerical and Technical Accounting and Budget Work, GS-0500C, the Office Automation Grade Evaluation Guide, and the Grade Level Guide for Clerical and Assistance Work.  Each type of work is evaluated below using the appropriate standard/guide for the work performed.

Workgroup Administration:  

The computer related responsibility associated with workgroup administration were evaluated against the Computer Clerk and Assistant Standard, GS-0335, as follows:

FACTOR LEVELS AND POINTS:  1-3/350, 2-2/125, 3-2/125, 4-2/75, 5-2/75, 6-1/10, 7-1/20, 8-2/20, 9-1/5

GS-04 Point Range:  655-850

Total Points:  805

Grade:  GS-04 

Financial Clerical/Confidential Funds Custodian:

The budget and funds management responsibilities associated with the unit’s O&M and confidential funds budget are evaluated by application of the Job Family Standard for Clerical and Technical Accounting and Budget Work, GS-0500C, as follows:

FACTOR LEVELS AND POINTS:  1-3/350, 2-2/125, 3-2/125, 4-2/75, 5-2/75, 6-1 & 7-A/30, 8-1/5, 9-1/5

GS-04 Point Range:  655-850

Total Points:  790

Grade:  GS-04

Office Automation:

The office automation duties are evaluated by application of  the Office Automation Grade Evaluation Guide as follows:

FACTOR LEVELS AND POINTS:  1-3/350, 2-2/125, 3-2/125, 4-2/75, 5-2/75, 6-1 & 7-A/30, 8-1/5, 9-1/5

GS-04 Point Range:  655 - 850

Total Points:  790

Grade:  04

Miscellaneous Clerical and Investigative Support Work

The general office clerical work is evaluated by application of the Grade Level Guide for Clerical and Assistance Work 

Grade Determination:  The Guide provides for evaluation of positions based on two evaluation factors, e.g., Nature of Assignment and Level of Responsibility.

A.  Nature of Assignment:

Position exceeds the GS-03 grade level.  At the GS-03 grade level, the incumbent performs many different tasks in processing different kinds of forms or transactions requiring knowledge of organization’s functions and procedures. In subject position, incumbent is required to have subject-matter knowledge of an organization’s programs and operations to determine what is being done, why the action is taken, and how it must be accomplished (i.e., importance of securing evidence).

Position meets the GS-04 grade level.  At the GS-04 grade level, the incumbent performs a full range of assignments for general office support, e.g., reviewing and processing correspondence, screening incoming mail, establishing suspense dates, reviewing outgoing correspondence for procedural and grammatical accuracy, etc.  The position also provides support to investigations consisting of related steps, processes, or methods; and knowledge of an organization’s programs and operations, rules, and processes is required.  Subject position is also performing a full range of standard assignments in support of investigations by obtaining routine background information on individuals by means of automated information retrieval, telephone inquiries or correspondence; providing routine information to authorized persons concerning the status of particular investigations; compiling routine reports, etc.  Incumbent applies knowledge of the organization’s programs and operations, rules, and processes to ensure evidence is safely secured and sensitive information is not compromised.

Position does not meet the GS-05 grade level.  At the GS-05 grade level, the incumbent performs the full range of standard and non-standard clerical procedures.  Such tasks require unrelated processes and an extensive knowledge of the organization’s rules and operations to perform the more complex or one-of-a-kind clerical processing procedures.  This exceeds the subject position where the employee performs a full range of standard assignments consisting of related steps and processes that require some subject-matter knowledge, but not the broad working knowledge required at the GS-05 level.

B. 
Level of Responsibility:

Position exceeds the GS-03 grade level.  At the GS-03 grade level, the supervisor provides individual assignments by explaining what is to be done and how to accomplish it, and guidelines are normally specific.  In subject position, incumbent works independently in carrying out assignments of a continuing nature.  Procedures are established and a number of specific guidelines are available, but incumbent is required to use judgment in locating and selecting the most appropriate guidelines, references, and procedures to adapt the guidelines in specific cases. 

Position meets the GS-04 grade level.  In subject position, work is assigned in terms of methods to follow and results expected; and employee works independently in carrying out recurring assignments (i.e., receiving and reviewing incoming correspondence, routing correspondence, establishing suspense dates, reviewing outgoing correspondence for procedural and grammatical accuracy, establishing files, gathering material as requested, preparing routine reports, maintaining data in evidence log, etc.).  A number of specific guidelines are available, and the employee uses judgment in locating and selecting the most appropriate guidelines, references, and procedures.  The employee makes minor deviations to adapt the guidelines in specific cases (i.e., handling correspondence and telephone calls, compiling routine information, etc.).  The duties of this position are consistent with the GS-04 level.

Position does not  meet the GS-05 grade level.  At the GS-05 grade level, work is assigned in terms of objectives, priorities, and deadlines; and employee follows accepted practices in resolving non-recurring problems and meeting deadlines.  Incumbent is required to select a course of action from several options, such as determining which course of action is best for disposing of evidence (e.g., returning to contributor, destroying, placing in appropriate supply channels, etc.); deciding the format for correspondence, deciding which agent can best handle certain inquiries, routing visitors to the appropriate person, etc.  In subject position, work is assigned in terms of methods to follow and results expected, and incumbent exercises initiative in completing recurring assignments.  Non-recurring problems without specific guidelines are referred to the supervisor for resolution in subject position.

Since subject position meets, but does not exceed, the GS-04 grade level on both grading criteria for Nature of Assignments and Level of Responsibility, the position is classified at the GS-04 grade level.

CLASSIFICATION REMARKS: 

NOTE(S) TO USERS:  

1.  This SCPD is unique to AFOSI detachments and should not be used in other organizations.

2.  Position requires the skill of a qualified typist (40-wpm).

_________________________________________________________________________________________________
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